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Lời giới thiệu 


ước ta đang bước vào thời kỳ công nghiệp hóa, hiện 
đại hóa nhằm đưa Việt Nam trở thành nước công 
nghiệp văn mình, hiện đại. 

Trong sự nghiệp cách mạng to lớn đó, công tác đào tạo 
nhán lực luôn giữ vai trò quan trọng. Báo cáo Chính trị của 
Ban Chấp hành Trung ương Đảng Cộng sản Việt Nam tại 
Đại hội Đảng toàn quốc lần thứ IX đã chỉ rõ: “Phát triển 
giáo dục và đào tạo là một trong những động lực quan trọng 
thúc đẩy sự nghiệp công nghiệp hóa, hiện dại hóa, là điều 
kiện để phát triển nguồn lực con người - yếu tố cơ bản để 
phát triển xã hội, tăng trưởng kinh tế nhanh và bền vững”. 

Quán triệt chủ trương, Nghị quyết của Đảng và Nhà nước 
và nhận thức đúng đắn về tâm quan trọng của chương trình, 
giáo trình đối với việc nâng cao chất lượng đào tạo, theo đề 
nghị của Sở Giáo dục và Đào tạo Hà Nội, ngày 23/9/2003, 
Ủyban nhân dân thành phố Hà Nội đã ra Quyết định số 
5%620/0Đ-UB cho phép Sở Giáo dục và Đào tạo thực hiện đề 
án biên soạn chương trình, giáo trình trong các trường Trung 
học chuyên nghiệp (THCN) Hà Nội. Quyết định này thể hiện 
sự quan tâm sảu sắc của Thành ủy, UBND thành phố trong 
việc nâng cao chất lượng đào tạo và phát triển nguồn nhân 
lực Thủ đô. 

Trên cơ sở chương trình khung của Bộ Giáo dục và Đào 
tạo ban hành và những kinh nghiệm rút ra từ thực tế đào tạo, 
Sở Giáo dục và Đào tạo đã chỉ đạo các trường THCN tổ chức 
biên soạn chương trình, giáo trình một cách khoa học, hệ 
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thống và cập nhật những kiến thức thực tiễn phà hợp với đối 
tượng học sinh THN Hà Nội. 

Bộ giáo trình này là tài liệu giảng dạy và học tập trong 
các trường THCN ở Hà Nội, đồng thời là tài liệu tham khảo 
hữm ích cho các trường có đào tạo các ngành kỹ thuật - nghiệp 
vụ và đông đảo bạn đọc quan tâm đến vấn đề hướng nghiệp, 
dạy nghề. 

Việc tổ chức biên soạn bộ chương trình, giáo trình này 
là một trong nhiều hoạt động thiết thực của ngành giáo dục 
và đào tạo Thủ đô để kỷ niệm “50 năm giải phóng Thủi đô `, 
“50 năm thành lập ngành ” và hướng tới kỷ niệm “1000 năm 
Thăng Long - Hà Nội ”. 

Sở Giáo dục và Đào tạo Hà Nội chân thành cảm ơn Thành 
ủy, UBND, các sở, ban, ngành của Thành phố, Vụ Giáo dục 
chuyên nghiệp Bộ Giáo dục và Đào tạo, các nhà khoa học, các 
chuyên gia đầu ngành, các giảng viên, các nhà quản lý, các 
nhà doanh n ghiệp đã tạo điều kiện giúp đỡ, đóng góp ý kiến, 
tham gia Hội đồng phản biện, Hội đông thẩm định và Hội 
đồng nghiệm thu các chương trình, giáo trình. 

Đây là lân đầu tiên Sở Giáo dục và Đào tạo Hà Nội tổ 
chức biên soạn chương trình, giáo trình. Dù đã hết sức cố 
gắng nhưng chắc chắn không tránh khỏi thiếu sót, bất cập. 
Chúng tôi mong nhận được những ý kiến đóng góp của bạn 
đọc để từng bước hoàn thiện bộ giáo trình trong các lần tái 
bản sau. 


GIÁM ĐỐC SỞ GIÁO DỤC VÀ ĐÀO TẠO 
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Introduction 


Who ts this book ƒor? 


Practical Business Vocabulary is designed to enable immediate learners oƒ 
business English to expand their business stock öoƒ vocabulary. l† also gives 
invaluable assistance to people sttdying English before they start work and Íor 
those already working who need English In thenr Job. 


How is the book organized?2 


The book has 10 umits, each oƑƒ which 1s based on a different topic and 
Inroduces the vocabulary oƑ business areas such as Jobs, skils and 
qualhificaIIons, orgaHzafIons, marketing, efc,.. 


Each unit contains twe:parts: theory and practice. The nvo- or three-pdge 
theory Introduces new words and expressions, and the practice enables 
learners to check and practise them through varied and tseƒHl eXerCISe€S. 

The Test Yourselƒ at the end oƒ cach nnít is tmtended for wrHing andlor 
discussion about yourselƒ, your family and your company. Thịs gives learners 
the Oppot'IHHity to pu† info practice the words and expressions In fÌhe HH. 


There is a glossary with explanations in Vietnamese and an Answer Key at 
the back oƒ the book. 
The Theory 


This part imroduces the new vocabulary and expresstons ƒor' each fopIc ðr 
language area. The presentation is divided imo a nunber öƒ sections marked by 
letters: A, B, C, or D with clear titles. Within each secfion, new words and 
expressions are printed in ifalics and explained using some fechniques such as: 


- A short definition. II ƒollows directly afier the word, or comes at the end 
öøƒ the phrase or sentence. Ïf is usually put im Đrackets: e.g., to be selƒ- 
eimployed (to work for yourselJ). 


- $entence eœxamjples. These examples indicate the words I1 confteXt In 
order to illustrate their meaning and special grammafIcal siFHCEHT€S. 


[ve been offered a job in London. 
She complained to the waiter about the food. 
(she was not satisfied about It) 
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In a ƒew units, however, there are words without explanafIons. Learners 
should spend some time guessing their meanings from contexts, then look at 
the gÌossary to fInd their Vietnamese equIvalenHs. 


Apart from the explanations oƒ new vocabulary and expressions, this part 
looks at word combinations, word building, phrasal verbs, and the grainmar 
assocIated with particular vocabulary, ƒor example the verbs ƒollowed by to 
IHƒImiive or -ing ( pages 41- 42) and so ön. 


The Practice 


The praclice gives the learners tÌe ODDOIIHHIy tfO praclise the new 
vocabulary and expresstions presenfed In the Theory. Usually, the fIrs† exercise 
ƒocuses on wsing the words and expressions IH context. Qther eXerCises q1H to 
praciise the grantmatical ƒforms öƒ Iems from the Theory. 


Work Book 


The Work Book complements this Practical Business Vocabulary book with 
additlonal pracice exercises, primarlly ƒor IndIvidual study Đehveel HHỊH. 
Most exercises fest only the vocabulary and phrases presented and practiced 
Im the book. Some reading exercises give learners the chance to extend their 
khnowledge oƒ vocabulary beyond what have already been learned In the book. 
The Workbook Iincludes a complete Answer Key, which helps learners to check 
their work themselves. 


To The Learner 
Why ¡s vocabulary nportant? 


Vocabulary 1s Importanf because 1 1s words that carry the content öoƒ what 
yon wamt fo say. Grammar combines words t†ogether, but most 6ƒ the meaning 
Is In the words themselves. The more words you know, the more you will be 
qble †o cormtmmuHicate WIth others. 


How do we learn vocabulary efƒecfively? 


The best way to Increase your stock 6Ÿ vocabulary ¡s by reading a lot oƒ 
English regularly. You should avotd simply going through the book “FHlling ín 
the blanks. ` Give youIselƒ time to practice and se what you have learnt before 
going on to learn more. lI is not sufficient simply to complete the exercises and 
understand the new words encountered. You must actually use them Im 
COIMHHIcafIon (conversation, essays or letters) before you may ƒeel that these 
wordls fFuly become a part oƒ your active yocabulary. 


We hope you enJoy using Practical Business Vocabulary! 


Số hóa bởi Trung tâm Học liệu — ĐHTN hfip:/www.Ïlrc-tmm.edu.vn 


Dnit 1 
WORK AND JOBS 


- Focuses on key, work-related vocabulary. - What do you do? 


- Presents some basic expressions to do with - Word Combination with work 
Jobs and work - Phrasal Verbs with ook 


- Presents phrasal verb: look - Expressions connected with work 


A. WHAT DO YOU DO? 


To find out what someone's Job 1s, you say “whaf do you đo?” or *What do 
yon do for a living?` Here, Kerstin talks about her Job: 

“1 work for a large European car maker. Ï work on car design. In fact, Í run 
the design department and l ;manage a team of designers: 20 people wørk undler 
me. Ït is very interesting. One of my main responsibiliries 1s to make sure that 
new model desiøns are finished on time. m also ¡ charge øƒ design budgets. 


I đeal with a lot of different people in the company. Ứm responsible ƒor co- 
ordination between design and production: Ï wøork wiíh managers at Our 


manufacturing plants.. 


to be in charge oƒl' to be responsible for + noun Í verb-ing 


responsibility + inƒIniive / -ing 


One öøƒ my responsibilities is to make surelmaking sure that the work 1s 
well-prepared. 


The secretary is in charge oƒthe whole company while her boss 1s away. 
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b. WORD COMBINATION WITH “WORK” AND “JOB” 


` 


be out 
of 


lr dhƒicull to getlfindIlook ƒor work these days. 


Le been offered a Job In London. 


He lost hís Jjob dfter three years' workine ƒor the company. 


€C. EXPRESSIONS CONNECTED WLTH “WORK” 


to WOFK 1H SHÚTs (HIghts one week, 
dlays nexf) 


to be on fÏlexi-time 


(flexible 


Morking hoi) | 
fO_ WOIk nine-to-five (regmlar | 
lÌ 


Wlorking hon) 
to be sclf-employed (to work for 
yoursclf) 


fO YPOFR OV©TEHH1© 


———T——— NGGGuoxy§c 
Working hours | Reasons for not working 


| disputes) 


| longer needed) 


lo go/ be on strike (Industrral 


to 0et the sack (thrown out öoƒ 
your Job) 


to be made redundant (no 


lo be onltake maferniy leaye 
(cxpecting a baby) 


to take eqrÏy retlreHeI 
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Types of jobs 


A full-time †ob ¡s for the whole öƒ | 


by tomorrow. (lefersl reporls 1o 


the normal working week. 


A parf-time Ịob ¡1s for less time 
than that. (You say that someone 


wOFks ƒHII time or par†-tme). 


A permanent Job does not finish 
qfter a fIxed period. 


A femporary Ịob fimshes after a 


D. PHRASAL VERB: “LOOK” 


Types of work 


I have a lot 6ƒ paperwork to do | 


w?fe, [or'ms fo comiplete) 

My ƒather hd manual work all 
is hƒe and was very ft. (hard and 
physical) 

I thỉnh Id like the vocational | 
MOIk, like beilng d HurSE OF q 
teacher. (which helps people) 


There are a large number of phrasal verbs in English. They are basic verbs 
which can combine with different prepositions or particles (adverbs) to make 
verbs with completely new - and often unguessable - meaninss. 


The best way to remember them is to use contexts (words that come before 


and after them)). 


forward to I /ook ƒorward ío meeting you next weeK. 


out Look oufl That car 1s on the wrong side of the road. 

round The delegation from Paris want to see the offices 
and /oøk roundl the factory. 

LOOK<S_ into Leave this problem with me. II /ook ¡mo the matter. 

through Ineed a few moments to /ook íhrough my notes before 
the meeting. 

up If you dont know his address, I”ll /ook 1 up in the book. 

up f0 AlI the students /ooked up fo thelr teacher. 
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PRACTICE 


I1. Match the verbs on the left (1-8) with the words on the right (a-h). 
Use each word or phrase only once. The first one has been done for you. 


l. earn __ 8.OVerfIme 

2. Work _——_ b.self-employed 

3. Day ____ C.aSIOre 

4. attend _—_ đ.aJob 

3, S€€ __l_ _.asalary 

6. run ___ fIincome tax 

7. take on _ _ Ø.CUS†IOme€FTS 

6. be __—_ h.meetings 

2. Correct the italics in the following sentences. 

I work for a French supermarket company. (l) I work œour the 


development of new supermarkets. (2) In fact, I rưunïng the development 
department and (3) I đm manage for a team looking at the possIbilitles in 
đifferent countries. It”s very Interesting. (4) One of my main responsible 15 tO 
make sure that new supermarkets open on time. (5) lm also charged with 
financial reporting. (6) I deal ar a lot of different organ1zations In my work. (7) 
Im responsible ø# planning proJects from start to finish. (8) I work closely 
near Our forelgn partners, and so I travel a lot. 


3. Complete each of the following sentences with the correct word 
given in the box without changing its form. 


dealÐ work manage under of responsibility 


lỗi So for the Morgans - the aircraft company. 
2.1................ the managing plant in Cambridge. 
3, Ï am mm GhATEE s«‹ sac sex sà› sa¿:::. He produefion feammL 


4$. Atrout 12Ô people Work ... ...«.›‹...... HE. 
5. Coordination between production and design ¡is my ................. 


“AM. TS with a lot of people in the company and with our customers. 


10 
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4. Write about each person using words from part D, and the words in 
brackets. The first one has been done for you. 


1. m Alicla. I work In a public library ¡in the afternoons from two until 
sIX. (U/Job) -J have a part-time Job. 


2. My husband works In an office from 9 am to 5.30 pm. (he/job) 
3. Our đaughter works In a bank from eight till five every day. (she/ work) 
4. Im David and I work in a café from 8 pm until midnight. (I/work) 


5. My wIfe works In local government and she can have this Job for as long 
as she wants It. (she/Job) 


6. Our son 1s working on a farm for four weeks. (he/Job) 
‹ My sIster Is working In an office for three weeks. (she/workK) 
- Replace the underlined words with a suitable phrasal verb LOOK. 


. Be careful! There 1s a car coming. 


. Before you hand your work ¡n, check 1t carefully. 


R: 
5 
| 
2. Im thinking about my next holiday with pleasure. 
3 
4 


. you đon”t know the meaning of this word, find it in a dictionary. 


5. Could you read this letter quickly and see 1f there ¡s anything you would 
like to add to 11? 


6. At the moment the investigators are examining the cause of the crash. 


7. You should be careful. The boss is coming and he ¡s In a bad mood. 


6. Test yourself. Write about your father”s or motherˆs job. 


Số hóa bởi Trung tâm Học liệu — ĐHTN hfip:/www.lrc-tmm.edu.vn 


Dnit 2 
RECRUITMENT PROCESSES 


- Looks at issues relatng to - Recruitment 
recruitment processes, applying for a job. - Applying for a job 
- Focuses on how the new words are - Selection process 


built by using noun suffixes and compound - Word building: 
nouns 


- Noun suffixes 


- Deals with phrasal verb turn - Compound nouns 


- Phrasal Verb : furn 


A. RECRUITMENT 


The process of finding people for particular Jobs 1s recruifmenf. Someone 
who has been recruited ¡s a recruit. The company employs or hires them; they 
Join the company. A company may recruit e/pÌoyees directÌy or use outside 
"€Cruifer's, the recruitment agenciles or cmploymenf agencies. Outside 
speclalists called headhunrers may be called on to headhiunf people for very 
Important Jobs, persuading them to leave the organizations they already work 
for. This process 1s called heddhunting. 


B. APPLYING FOR A JOB 


Fred is a van driver, but he was fed up with long trips. He looked ¡n the 
situations vacant pages of his local newspaper, where a local supermarket was 
advertising for van đrivers for a new đelivery service. He applied for the job by 
completing an application form and send it in. 

Harry Is a building engineer. He saw a job in the appointments pages of 
one of the national papers. He applied for it by completing an application form, 
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sending in his CV (curriculum vifae_ the “story°” of his working life) and a 
letter explaining why he wanted the job and why he was the right person for ïI. 


WORD BUILDING: Noun suffixes 


1. Many nouns are formed by adding a suffix to a verb, an 
adjective OF a noun. 


The meaning of a new word can be learned by analyzing the word. 
Analysis means looking at the different parts of something. The word 
employmeni, for example, 1s made up of the verb emloy and the suffIx -;men. 


Here are the common noun suffixes: 

-ion  select - selection SIftUuafe - situation discuss - discussion 
-ment recruIt - recruitment employ- employment  appoint-appointment 
-ation apply- applicaion = alter - alteratlon educate - education 
-y deliver - delivery T€COV€T - rÊ€COV€TY discover - discovery 


-ing  build - building headhunt - headhunting spell - spelling 


-iy — prosper - prosperly  similar - similarity S€CUF€ - S€CUTItY 
-ness  weak - weakness happy - happiness tender - tenderness 
-al arrIve - arrIval đismiss - dismissal refuse - refusal 
-ship leader - leadership owner - ownership friend - frienship 
-ape short - shortage mMATTY - marrlaøe US€ - USaø€ 
Notes: 


* Sometimes there ¡s a spelling change, for example, the omission of the 
[nal e before the suffixes -ion, -ation  (S/Hdf€-sIfHdfiOH; OFgAHIZ€- 
organizafion), or the addiion of c€ before the suffix -ation (apply - 
applicafion). 

* The letter y changes to ¡ before the suffixes -afion (apply- applicafIon; 
qualjfy-qualjficafIon). 

* Adding a suffix to a verb or an adJective may change the pronunciation. 
Nouns ending with -ion or -ity have the main stress on the syllable before: 


educate - education; inform - information 
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similar - similarIty ; punctual — punctuality 

2. Common noun suffixes describing people, tools or jobs: -er, -OF, -ee, 
-is(, -ant, (ï)an. 

-er recruier employer manager botie-opener cash- dispenser 

-0F — directOr selector operator  distributor SUD€TVISOF 

-ee employee InIerViewee payee trainee addressee 

-ÏSf“  economist scientist  journalist psychologist sclentist 

-anf  assistant accountant applicant consultant participant 


-()an technician historian physician poliicilan musIcian 


C. SELECTION PROCESS 


Maria - head of recruitment at a telecommunIications company - talks about 
the selection process, the method that the company uses tO recruit people. 


“We advertise in national newspapers. We look at the backgrounds of 
applicants: their work_ experience and their educational gwahjficafions. 


We Invite the most Interesting candidates to a group discussion. Then we 
have individual interviews with each candidate. 


After this, we shortlist three or four candidates. We check their references 
by writing to their reƒerees: previous employers or teachers that candidates 


have named In their applications. If the references are OK, we ask the 
candidates to come back for more Interviews. 


Finally, we offer the Job to someone, and If they /,n ¡† down we have to 


think again. If they accept it, we hire them. We only appoint someone If we 
find the right person.” 


WORD BÙILDING: Compound Nouns 

A compound noun can be made up oŸ: 

- W0 HOMHS: recruitmentL processes, employment agencies, application form 
- an ađJective + a noun:  backgrounds, shortlist, personal computer 


- gVerb-ing + a noun: booking office, working experience, working hours 
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Note: 


Compound nouns may be written as two words (credif card), one word 
(backgrownds) or with a hyphen (hard-working). 


Phrasal Verb: TURN 


down = He has been turned down for the fire jobs so far 


away (from sth) = Hundreds of people were turned away from 
the stadium because 1t was full 


TURNS on = The dogs suddenly turned on each other 
out = The job turned out to be harder than we thought 


up = We arranged to meet at 8.30 but he never turned up 


PRACTICE 


1. Complete the tables below. The first ones have been done for you. 


InVeSf Investment similar simllarIty 


WfW xseằ=ốĂốẽ«<⁄-..--.... able 


NUNG ĂNG seaereaseseeinderoreeseeeer short 


KH - - sueytsosdirepekdiedeeeie weak 
điscuss xổ ðE&y 84x42 ko biến sả töla popular 
131130 0)! TT V10 0711/71 kind 
BAN qua a(dkwdoeeiseteee flexible 
inform 


enquire 


2. Use the suffixes -er, -or, -ee, -isf, -anf ö0r -ian to give the names 0Ÿ the 
following. 

Example: A person who drives a taXI: a taXI driver 

I. A person who is being taught how to do a particular job 


2. A person who is employed. 
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3. A machine In or outside a bank from which you can get money from 
your bank account using a special plastic card. 

4. A person who serves customers In a shop/store 

5. The person to whom a cheque 1s made out. 

6. A person who applies for a Job. 

7. A person who studies and writes about economIcs 


3. Match the words on the left (1-10) with the words on the ripht (a-j). 
Use each word or phrase only once. The first one has been done for you. 


I. head _ÖẦ#, TH 
2. black — l1_ b. hunters 
3. personnel _— _ C. aØ€ncy 
4.  curriculum ¬—... 
s., HDIEHUH ___Ố #u VIỀNG 
6. short __ „ T,TTOGERS 
7. Income -—_-_ ELIOH 
Š. cemployment  _— h.market 
9, selection _—__ I.manager 
I0. application __Ö_ .#8fñ 


4. Complete each of the following sentences with a suitable compound 
noun. 


1. q mØ@SE £öUniriles, you have f0 DHV s.‹.:.s.... on your salary; the 
amount usually depends on how much you earn. 


2. In spite of their different ............., the employees immediately became 
friends. 

3. The methods that a company uses to recruit people are called ............. 

4. They are................. whose jobs are to find people with the 
necessary skIlls to work for a company. 

5. Á written record of your education and employment that you send when 
you are applying for a Job 1s called a................... 


lo 
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6. Ive filled in the....................... and send it off, so now Ï've Just øot tO 
walIt untIÌl I hear from them. 


nh  lr li ca 1s a small plastic one that you can use to buy øgoods and 
services and pay for them later. 


5. Fill the blank with the correct word in brackets. 


1. We need to................ five new people for our office in Manchester. 
(Join/recruit) 
2. We are using a recruitment .................. to find the right people for 


us. (agency/headhunter) 

3. They advertised the ................ in the local newspapers last week. 
(positions/applicants) 

4. We are going to look at all the letters oŸ................. over the weekend. 


(application/situation) 


5. On Monday, we wIll draw up a ............ of 10 or lI people. 
(reference/shortlist) 

6. Then we ”ll ¡invite them all to come for an ............. (interview/ 
appoIntment) 


6. Replace the words ïn italics, using the correct form of TURN and 
the particle that goes with it. 

I.I waited half an hour for my friend, but he didn't eøne. 

2. Although the dog seemed to be friendly, it would z/œck anyone who 
fondled ï. 

3. The manager reƒ/sed his request for a day off. 

4. Would you /ow°er the gas when the kettle boils? 

5. Crowds of people had to be reƒwsed admission to the theatre. 


6. Our visit proved to be a waste of time. 


7. Test yourself. 
1. Write twelve sentences with compound nouns. 


2. Write twelve sentences with noun suffixes. 


ĐẠ: HỘ, TRAj XgUYÊN 
TRẺNG: TRẺNG TÂM HỌC tiỆU | 
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Dnit 35 
SKILLS AND QUALIFICATIONS 


- Focuses on terms associated with 
educafion and training. 


- Practses the vocabulawy for 
describing people's qualities. 
- Practses common  adjectives 
suffixes 
- Highlights the difference between 
make and do in their combinations. 


Contents 


- Education and training 
- Skilled and unskilled 
- The right person 
- Adjective suffixes 
- Expressions with make and do 


A. EDUCATION AND TRAINING 
Let us hear Margareta and her colleague talking about educafion and training. 


Margarera: The trouble with graduates, people who”s Just left university, 
1s that their qualifications are good, but they have no work experience. They 
Jjust don”t know how business works. 


Nils: I disagree. Education should teach people how to think, not prepare 
them for a particular Job. 


Margarefa: Philosophy 1s an Interesting subject, but for our company, it$ 
more useful If you írzin as a sclentist and g/jfÿ as a biologist or chemist - 
training for a specIfic Job 1s better. 


Nils: Yes, but we just dont need scientists. We also need good managers, 
which we can achieve through ¡n-house training courses within the company. 
You know we have put a lot of money into management development and 
managemenf Iraining because they are very important. You need to have some 
management experience for that. 
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B. SKILLED AND UNSKILLED 


A SkIll is the ability to do something well, especially because you have 
learned how to do ¡t and practised it. Jobs, and the people who do them, can be 
described as: 


highly skiled skilled semi-skilled unskilled 
(car designer) (car production manager) (taxi-driver) (car cleaner) 
You can say that someone 1s: 
+ noun: customer care, computer software 
skilled at or skilled in ... 
+ -Ing: communicating, using PCs 
You can also say that someone Is: 


good with... computers, people, figures 


C. THE RIGHT PERSON 


Here are four extracts from jJob advertisements, paying attention to the 
words in Italics often used ¡in them. 


Are you good with Íigures, 


We are looking for someone patient and aftenfive to details? 


who can work on ten proJects at 


You will start as a Junior 
clerk, but we offer you the 
opportunty to make quick 
prOgress In our firm. 


once. You must be í/alenfed, 
organized,  methodical and 
Systematic. 


¬"........ °seeee°6°A, 
° 


We are looking fÍor owigoing 
and persuasive young people who : We are lookng for 
are good with words and very keen ; | 4mbiiows sales professionals 
to do well in the job. The post 
requires long hours of travelaway ; | develop a rewarding career 
from the office, so you must be Ệ within the TT industry. 
energetic and independent. : 


with the talent and drive to 


° ° 
®“©soeeooeoeeeo°ooooooooẴ©°eoooôoooeoôoooôô6e œsøẰ°° 
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WORD BUILDING: Adjective suffixes 


1. Many adjectives are formed by adding a suffix to a verb or a noun. 


-ÏV€  D€TSU4SIVe CT€afIVe affracfIve attentIve 

-ed  talented Organized skiled safIsfied 

-(i)al financial industrial economical  methodical 

-ÌC:  €COnomIc historIC energetIC SCIentIfic 

-able reliable drinkable enjoyable knowledgeable 

-ible flexible responsIble sensIble comprehensible 

-ful  careful thoughtful helpful useful 

-less  useless hopeless painless careless 

-y brainy rainy sunny nOISY 

-0US_ COuraøgeous  ambitious prOSperous  adventurous 

-ing ¡nteresting demanding rewarding challenging 
Noftes: 


Sometimes there 1s a spelling change. Here are common examples: 
- double the consonant, e.ø., sun-sunny, foøg-foøøy 

- leave out the final e, e.ø., create-creative, fame-famous 

- leave out the final s before -al, e.ø., e€onomIcs-economical 


- change y before -al, e.ø., industry-industrial 


2. The meaning of common adjective suffixes: . 


-able, -ible means “can be done”, e.ø., washable: something that can be 
washed; reliable: something or someone that can be relied on or trusted; 
edible: something that can be eaten. 


-full' means “/⁄/! øƒ”, e.g., careful: full of care; helpful: full of help 


-less means “without”, e.ø., useless: has no use; homeless: with no where 
to live; jobless: without work. 


® Expressions with MAKE and DO 


Make 1s often used for constructive or Do is ofien used with unspecified 
CreatiVe actIOnS. actions or to talk about worK. 
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Note: 


These rules do not always apply. The best way to avoid making mistakes Is 
to learn them by heart! 


PRACTICE 


1. Correct the italics in the following sentences about Ravi, using 
words from part A. One word is wrong ïn each item. 

1. At 18, Ravi decided to stay ¡in full-time /raimng and went to Mumbai 
UnIversIty. 

2. Ravi gualijfied three years later with a degree in philosophy and politics. 

3. He taught for a while, but didn”t like it. He decided to edwcafe as an 
accountant at evening cÍasses. 

4. He qualified ƒor an accountant and joined a big accountancy firm ïn Its 
Mumbal offIce. 

5. When he started, he needed to develop other skills, which would come 
through exJ?€r1neHfs. 

2. Are these jobs generally considered to be highly skiled, skiled, 
semi-skilled, or unskilled and why? Each expression ïs used twice. 


1. teacher 5. office cleaner 
2. brain surgeon 6. labourer 

3. car worker on a production line 7. bus drIver 

4. airline pIlot Š. office manager 


3. Match the sentences on the left with the correct adjectives or phrases. 
Use each word or phrase only once. The first one has been done for you. 


1. He wants to øet to the top. _l — a. ambitlous 
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2. He thinks of other people”s feelings. b. outgoing 


3. He can change people”s opinion. _——_ c.Independent 

4. He can work alone. _—_—_ d. aftentive to details 
5. He 1s open and friendly. _— —_€©.€I€Tge€tIC 

6. He can produce new Ideas. _——_Í.S€nsitive 

7. He doesn't get tired easily. _——_ Ø.CreafIve 

§. He regularly checks the quality of his work._ —  h. persuasive 


4. Complete the tables below with an adjective or adjectives. The first 
ones have been done for you. 


Noun Adjective Verb Adjective 


thought thoughtful, thoughtless | break breakable 
home ... ... .s. attract 
danger acc... Create 
THỊNH suinirieatnixatinii6irgaiBei enjoy 


paIn ốc on «k.a sa rely 


muSIC 1à r8. wash 
comfOort VINEI6118 HÀ TÌ PK kàiET?EẠI BGHWWEIBEH...............á..a..2..---Ÿ. 
fame Ky 713i nữ mài xà sài Rh làn accept 


dirt “5 “........s Interest 


5. Complete these sentences with the correct form of MAKE or DO. 
1„m nữ  NB sasesereaen a mistake. 

2. We havent ............... much progress. 

3. That newspaper article ............. a lot of damage to our reputation. 
4. TII phone round some suppliers and .............. €nQuITIes. 

s*, HNWĐ II ¿ái có: s¿: ¿se business with them before? 

§. ĐŨ NNỀ ve sac a profit on that line? 

7. He............... 8€ aïi đfer Ï couldnt relse. 

6. What are we going to ................. about this? 


6. Test yourself: Write 12 sentences about yourself, using MAKE and DO. 


V5; 
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Dnit 4 
PAY AND BENEFTTS 


Objectives 


- Covers all aspects of pays and - Wages, salary and benefits 
benefits, including terms: wage, salary, - Expressions with gef 


perk, bonus... - Negative Prefixes 


__" Inroduces gef expressions and - Other prefixes with special meanings 
its meanings in different contexts. 


- Presents common prefixes that 
give opposite meanings. 


A. WAGES, SALARY AND BENEETTS 


My nameÌs Luigi and Ủm a m Ivan and I work as a 
hotel manager in Venice. I get paid waiter in London. I like paid 
a salary every month. In summer wages every week by the 
W€ÏT€ Very busy, sO We WOIk restauran. And I  dislike 
overiime. Working In a hotel, we customers who don”t give us 


also get nice erks, for example tips. They are not generous! 
free meals! 


Im Catherine and I'm a saleswoman In Paris. I get a basIs 
salary, plus cøzwmission. IỸ Ï sell over a particular amount In a year, 
I also get extra money — a bønus. There are some good ƒ?!nge 
benefis with this job: I get a company car, and they make 
payments for my pension. All that makes a good benefits package. 
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3. X: The people in production get a (C)............. If they reach their 
targets. 


Y: Oh right. They get an extra payment for producing a certain amounI. 
4. X: The company pays for medical treatment too. 

Y; Wowl Thể (d1.xvssesxiseir...x ÊĐUBÙ VefY Biếê. 

5. X: And theyve given me a (©) ............... to øo and visit clients. 
Y: So you don't have to buy a car, then. 


6. X: Besides, the company pays In money for us to get when we don't 
work any more. 


Y: Ybs, it”s ïrrportanf to øet ä goød (Ï}.................:-.. . 

2. Wri(te the correct meaning of GET in each of the following 
sentences. 

1. Where can I get something to eat around here? 

2. What time did you get here last night? 

3. He got very angry when I told him what you dịd with his CDas. 

4. I couldn”t get a room; all the hotels were full. 

5. Pregnant women normally get four months” maternity leave. 


6. Try to get here on time. 


3. EiII in the blanks in the following sentences with the correct phrasal 
verb: GET 
Example: The comjpany ¡s getting over a shortage or workers. 


1. lam sure she has made a good Iimpression last week because she has got 
......... tO fe second round of interviews for the post. 


2. Although she had only told her manager about her engagement, the news 
soon øot............ the whole company. 


3. We get............... only because we live very economically. 
4. What have you been øetting ............... since we last met? 


5. Now that the holiday 1s over, we should get ............ some work. 
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6. 


The boss and the staff get ....... well with each other. They never have 


quarrels. 


+ 


te)  ỞƠ:c CA: + CC) t3 


 ŒƠŒœ Cư: CĐ C) 


GET 


- Write the prefix that forms the opposite meaning of these words. 

. an....grateful child 6. an ...responsible director 11. an...expensive car 
. an ..patient clerk  7.....employed people 12. an ...regular verb 

. an ..legal deal ổ. an ...possible plan 13. an ...mature man 

. 8n...COITeCt answer 9....dependent countries  14.to...obey a rule 


.an....polite letter  10....satisfied customers 15. an ...lucky person 


- Put the correct prefix of the words in the sentences below. 


.- He needs a good holiday. He”s suffering from WOIK. 


. This company employs people from all over the world. It”s a 


national one. 


._ Britain and France operated on the design of a new Concord. 


._ Rich natlons should gIve more aid to developed countries. 
. Men who once served In the armed services are called Servicemen. 


._ The workers say they”re pald and want more money. 


‹ Test yourself. Use your dictionary to find more expressions with 


Ai 
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She complained to the waiter about the food. (she was not satisfled about it) 


2. Adjectives + Prepositions 


Many adjectives are followed by a particular preposition. Here 1s a list of 
common adJectives and the prepositions that normaliy follow them. 


accustomed to afraid of aware of capableof dependenton. 
excited about  famous for guilty of interestedin  late for | 
similar to suitable for 


pleased with responsible for satisfied with 


Examples: 

Do you have a colleague who is always late for work? 
He is only interested in himself. 

The company 1s famous for 1ts excellent managemenI. 


Im responsible for co-ordination between design and production. 


3. Phrasal verb: SEE 


off They saw him øƒƒ at the airport. 
to WIll you see to the arrangements for the next meeting? 
over He saw over the land ten times before deciding buying II. 


SEE \through He said he was innocent but they sưw fhrough hìm. 


in I don't know what she sees in him. 


about  I]l have to see abouf getting that roof repaired. 


PRACTICE 
1. Match the sentences (1-6) to the health and safety issues (a-f) in part 
A. Each can be used more than onee. 


1.Theres all this waste paper but there are no fire extinguishers ¡in the 
building.... 


2. IUs either too cold and we freeze, or too hot and we fall asleep. ... 


3. The containers are leaking - one day someone is going to get acid burns. 
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4.There are no safety guards on the machines; you could easily get injured. 


5. Only two people smoke in our office, but even that makes it difficult for 
me to breathe.... 


6. Caution! This machine must only be used by a trained OpP€TAIOF.... 

7.That bottle of acid should be locked in the store room. Tf it Ø€fS On yOUur 
skin it wIll burn you. ... 

2. Complete these questions with the correct prepositions, then write a 
short answer (from your imagination) for each one. 


Examples: A: Wjhar ¡s she worried about?2 B: Her Job, I thinh. 


1 What job are you applying ...... ? B .«. 
2. A: What program ¡s she listening ..... ? lv. 
3. A: What dịd he complain ....... ? ñ:.. 
4. A: What dịd she apologIze ...... 2 1... 
5. A: Does this company belong .... her? |, E6 
6. A: Is she Interested ...... any kind of music? Lo: L6 visa eo: 


3. Match the words to form sentences. Use each phrase only once. The 
first one has been done for you. 


1. He suffers __ 8. atme, but It missed 

2. She wasn't aware _—_l_ b.from a terrible headache 
3.IwWwas verysurprised  _ — c.forajobin Paris 

4. He complained _—_ d.athis cholce 

5. That suit is similar _—_ ©. Of her mistakes 

6. She applied ___ fofclothes 

7. He threw the book _—_ ø.t1othe one she's wearing 


§. The suitcase wasfull ___ h. about the bad service 


4. Complete the sentences below with your own ideas. 
1. My steak was overcooked, so Ï complained ................................ . 


2.I work hard, but Ïm not very good ............... 
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B. COMMERCE 

Commerce ¡is used to refer to business: 

- in relation to other fields: “literature, politics and commerce”. 

- In relation to øovernment departments that deal with business: the US 


Department of Commerce. 
- In the names of organizations which help business: chambers of 


commerce. 
- on the Internet: electronic commerce or e-commerce 


The adjective commercial describes money-making business actIVitIes: 
commercial airline COrnmercial artist commercial teleVvision 
commercial disaster commercial land 


Word building: Abbreviations 
Abbreviations are simply the shortening of words and expressions. 


- Some common abbreviations come from Latin: 
e.g. (exempli gratia = for example) 

etc (et cetera = and so on) 

NB (nota bene = note well) 

1.e. (id est = that 1s to say) 

- Some come from shortened words: 


e-commerce, e-mail, sales rep (sales representative), ad (advertisement), 


enc.(enclosed), c/o (care of) 


- Some are pronounced as individual letters: 


CV (curriculum vitae) UK (United Kingdom) 

UN (United Nations) PC ( personal computer) 

GNP (Gross National Product) GDP (Gross Domestic Product) 
asap (as soon as possIble) PS (postscrIpt) 

PTO (please turn over) CD (compact disc) 
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- Some abbreviations are acronyms, i.e. they are formed from the first 
letters (initials) of a word or series of words and are read as a word: 


OPEC (Organization of Petroleum Exporting Countries) 
EEC ( European Economic CommunIity) 


CTF (Cost, Insurance and Freight) 


- Some can be pronounced both as a word and as individual letters: 
VAT (value added tax) pronounced /v®t or /Vi:eiti:/ 
UFO (unidentified flying object): /ju:feu/ or /ju: ef '9u/ 


C. ENTERPRISE 


In 1970s Britain, there were sffe-owned or governmenf-owned companIes 
¡in many different industries such as car manufacturing and air travel. Some 
industries had been ø#z/ionalized and were entirely state-owned, such as coal, 
electricity and telephone services. Others that were bureaucratic and inefficient 
were privafized and sold to Investors. 


* Free Or private enterprise: business activity owned by individuals. 
WORD BUILDING 


1. Compound Adjectives 
A compound adjective can be made up of: 
a noun+ a past participle state-owned  state-run self-employed 
a noun + a verb-Ing risk-taking money-making  fund-raising 
an adjective + a verb-ing_ good-looking strange-sounding easy-going 
an adverb + averb-ed2 — well-qualified  well-paid badly-paid 
a number+ a singular noun Ẩour-Star five-dollar first-class 
an adjecfive + a noun-ed warm-hearted good-tempered blue-eyed 
a noun + an a4jective football-mad snow-white sky-blue 
Exarmples: 
They are going to build an eight-lane highway next month. 


The ƒund-raising scheme proposedl by the secrelary was turned down. 
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2. Verb Suffixes: 


The suffixes -ize, -()fy, -en are normally added to adJectIves, or 
sometimesto  nouns: 


+ize  prIValze natlonalize monopollze 


-()fy simplfy  classify beautIfy 


-en broaden 


Examples: 


shorten widen 


Thịs roadl is very narrow but they are planhing to widen II. 


The ƒoreman sùmnpHjfled the insttrucHons so thai new workers could 


Iinderstand them. 


Phrasal verbs: 


COME 


PRACTICE 


COME and GO 


ACTOSS = íind 

about = happen 

up againstt  = be faced with 
on = hurry up 


affect 


with = match 


out with = be sb”s boy/gnrlfriend | 


off = explode; stop working 


In for = enter a competition... | 


on = conftinue 


1. Correct the mistakes using words and expressions from part A. 


Example: Beƒfor 


e we employ people, we like to put them ïn Job sitHafions to 


see how they do the work and ft imnto the corporate ladder. ® corporate 


culture 
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1. The economy is growing and Corporate headquarfters are rising. 
2. The rules were introduced to protect women working In factories, but 
today they make it harder for women to climb the COTDOFafe Imaøge. 


3. Companlies hit by computer crime are not talking about 1t because they 
fear the publicity will harm the corporate Drofits. 


4. The company has built a grand Corporate logo as a permanent symbol of 
1S DOWT. 


3. Qur stylish new corporate culture shows our wish to be seen as a more 
International airline. 

2. Choose the best word in each of the blanks for the sentenees below. 
Circle the letter for your answer. 


The economy o Eastern Europe has changed a lot. TWwenty years ago, the 
main ¡industries were completely nationalized and many companiles were 


owned by the (1) ........ . They dịd not work well. They were ¡inefficient and (2) 
‹ ... + NOW ØOVernments are trying to (3) ....... them, but it is not €asy tO 
TẾ TỶ seusssse. People don”t want to put money into the old companies. 
However, some people are happy to (5) .......... their money on new business 
and there are signs that a new enterprise (6) .......... 1S ØTOWInØ. 

Ï A nation B state €C country 

2.A automatic B diplomatic C bureaucratic 

3. A prIVatize B nationalize C enterprise 

4. A_ corporations B fñirms C Investors 

3. A save B risk C sell 

6. A culture B commerce € concern 

3. What does each of the following abbreviations stand for? 

1, KP 

2. FOB 

3. IMEF 

4. SME 

5. RAM 


PP 
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6. NAFTA 

7. WTO 

§. ASEAN 

9. APEC 

10. NATO 

11.GDP 

12. CEO 

13. rep 

14. UNO 

l5. asap 

4. Complete the sentences below with the mosf suitable word to make 
a compound adjective. 


1, She ïs exirermely WEll-..«:¿‹: se for the job. Sooner or later she ]Ì get a 
promotion. 


2. Last summer we stayed In a Íive-......... hotel. 

3. There is a shop in the corner that sells things for left-.......... people. 

4. He Just got a........ -time Jjob; he works eight hours every day. 

5. Like lots of charitles, we employ a person fO Organize Our ......... - 
raISIn8Ø aCfIVIfI€S. 

6. I work for myself. I have been self-........... for ten years. 


5. Complete the sentences below with the correct form of the word 
given. 


1. Foreign travel wIll.......... your working experlence. (broad) 

2. The application forms have now been............... . (simple) 

3. The state-owned company is investins $ 10 million to.......... itS 
factory. (modern) 

"x.:.. 7... the town with trees on both sides of the main streets. 
(beauty) 

5. The government should .......... confrols on the sale of alcohol. (tight) 
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6. Replace the underlined words with a phrasal verb with COME or 
G0. 


1. While the manager was going through his drawers he found these old 
company documents. 


2. Before we continue, let”s examine the solutions to this problem. 


3. We were faced with several problems when the company reduced the 
number of staff. 


4. You shouldn”t wear those red socks; they don”t match your grey suIt. 


5. A bomb has exploded and several people in the factory have been hurt. 
6. I don”t understand how these difficulties happened. 


7. Hurry up! We have fo be at the Interview in 10 minutes. 


7. Test yourself. Write 12 sentences about yourself, your family and 
your town using a different compound adjective in each one. 
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Dnit 7 
MARKETS AND MAIRKETTING 


Objectives Contents 


- Concentrates on terms associated 
with markets and marketing 


- Companies and markets 
- Marketing 

- lntroduces the notion of marketing 
and market orientation 


- Market Orientation 


- Parts of Speech: 

- Verbs + fo-infinitive 

- Verbs + -ing form 

- Verbs + base form 

- Verbs + -ing form or infinitive 


- Presents and practise the verbs 
followed by to-infinitive and/or —ing form 


A. COMPANIES AND MARKETS 


Buyers and sellers of particular øoods or services in a place, or those that 
might buy them, form a market. If a company: 


enfers/ penetrates 1t starts selling there for the first time. | 
| abandons/leaves 1t stops selling there. | 
dominates a market: 1t¡s the most Important company selling there. | 

| monopolizes 1t 1s the only company selling there. | 
| drives another 1t makes the other company leave the market, | 
| 


: 
.eompany out of 


perhaps because 1t can no lonøer compete. 


B. MARKETING 


Marketing 1 the process of planning, designing, pricing, promoting and 
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distributing Ideas, goods and services, in order to bring abouf the satisfaction 
of the customer”s needs, so as to make a profit. 


Thịs /molWwes choosing customers and designing a persuasive marketing 
mix to get them to buy. The mix includes the four Ps: 

Product_ deciding what to se]ll. 

Price deciding what prices to charge. 


Place deciding how it will be distributed and where people will buy it. 


Promotion deciding how the product will be supported with advertising, 
special acfIVItIes, €fc. 
€. MARKET ORIENTATION 


Marketers often talk about market orientation: the fact that everything they 


do Is designed to meet the needs of the market. They may describe as market- 
driven, market-led or market-oriented. 


® Forms 0f the verbs 
1. Verbs + to - infinitive 


The following verbs are usually followed by fø + infinitive: 


apree arrange decide demand cexpcct  fail hope  learn 


manage necd offer plan promise refuse (end train want 


Examples: 

lhave arranged to meet the visitors at the ƒacforÿ. 

We were very busy, but ve managed to fimish Dbeƒore Ó p.H. 
2. Verbs + -¡ng form 


The following verbs are usually followed by the -izg form: 


avoid admift consider can 'fstand deny cnjoy finish give up 
feellike imagine involve like mỉnd posípone putoff' risk suggest 


Examples: 


Some people can † stand working at ngÌI. 
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I don † mìnd driving during rush hour, but Ï avoid taking crowded highways. 


3. Verbs + base form 

Two common verbs followed by an obJect + base form are: make and let. 
* We use wake to talk about something we have to do (but don't want to do): 
She wanted to go home, but her boss made her say. 

* We use /ef when we talk about being given permission for something: 


My boss let me have the affernoon oƒff to go to my sister s wedding. 


4. Verbs + -/ng form or infinitive 


Some verbs can be followed either the -ø form or /n/imirive and the 
meaning of the verb changes. Here are common examples: 


I remermmber sending them the cheque. (I sent I† and Ï can remember now 
that I did). 


I remermnbered to send them the cheque. (I remembered, and then Ï sent i1). 


Phrasal verbs: BRING 


about_ = What has brought about the rapicl change In 
your company 


back  = Please bring back the library books by the end 
of the weak 


BRING ^ down =`We aim to bring down prices on computer 


In = They want to bring ïn a bill to limit goods exports 
forward = Please bring the matter forward at the next 
meeting 


PRACTICE 


1. Choose the best word in each of the blanks for the sentences below. 
Circle the letter for your answer. 


Il. We are well- known in America, but now we want to 
European market. 


A compete B entrance C penetrate 
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2. Sales are much higher this year because we have spent a lot on 


A selling B distributing C marketing 


3. First we did a survey to find out about customer............ 
Á wanfts B needs C uses 
4. Then we designed all our............. to include the special features that 
people want. 
A goods B benefits C products 
5. We bought out our only competitor so we coulđ.............. the market In 
coffee. 
A compete B front C edge 
6. Our................... included a competition in all the major gardening 
magazines where the pr1ze was a set of our furniture. 
A presenting B promotion € persuasion 
7. Most importantly, weve made sure all our .................. are Very 
competitive because our customers want value for money. 
A prices B costs C charges 
8. We were not ............ out of business by the large supermarket chains. 
A left Bdriven C abandoned 


2. Match the sentence beginnings (1-5) with the correct endings (a-e). 
The sentences all contain expressions from part Œ. 


1. Farms are now more market-oriented a. such as Microsoft and Sony, are in 
2. Since the 1980s, Britain has had much several markets at once 
more market-led b. and the audience decides the 


direction it takes. 


3. Many market-led growth businesses, c. led to falling sales profits 
4. Lack of investment and d. and less dependent on 
market-orientation øovcrnmen( money 


5. American TY is a market-driven industry, e. approach to economics 
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3. Complete the following letter. Put the verbs in brackets into 
either the -ing form or fo + infinitive. 


Dear Mr Wiliams, 


Thanh you ƒor your letter öoƒ l2 June in which you stated that you are 
constdering (Ì) (place)........... an order ƒOr OMF SspecIal wine. 


We can arrange (2) (supply) ............. yon with: an Iminal order öøƒ 
1,000 cases, and Ï enclose our current price list, which Ìl believe you wIl 
Jind very competitive. lƒ you decide (3) (go) ......... qhead with the order, 
w€ WIÏI aoree (4) (give)........... you the !5% discount. You mentIoned that 
yon vuanted (5) (market)........... the wine under your brand name, which 
will imvolve (6) (change) ............. the labels. Ï woHldl sugøest (7) (get) 
TH NT the labels printed here. I have contacted our personal printer ƒor a 
quotatton and I hope (8) (be)...... able to sehd yOH q pFIC€ SOOH. 


Please do not hesitate (9) (contact)........... me Iƒ you have any ƒurther 
enqiIrtes. Ï look ƒorward to( T0) ( hear)........... ƒrom yoI soon. 


Yours sIncerely, 


Piet Brown 


Managing Director 


4. Complete the sentences using the verbs from the box in the -ing 
form. 


apply film lose meet negotiafte speak Walt 
I. We don't know the final cost of the TV programme until the 
production company finishes.................... : 


2. Rupert Murdoch of News International risked................. millions of 
pounds when he launched h¡s satellite company Sky. 


3. H you do a business course In England you will be able to 
TƯNGEOEEbamessueee every day. 


4. I have had to put ofF........ the designers because I am too busy this week. 


5. As a buyer for a large chain store, part of my Job involves 
competItIve prIces with suppllers. 
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6. I am afraid the manager ¡is busy at the moment. Would you 
NHI uy dádesueen a few minutes? 


ï. THET€6 1S HD DOMIussee«........... for the share now- the offer closed last 


week. 


5. Replace the underlined words with the correct form of the phrasal 
verb: BRING. 


1. They want to Introduce a new bill to limit computer export. 
2. Can you return the money you borrowed last week? 
3. Unpopular economic policies forced the øovernment to resiøn. 


4. We aIim to reduce prices on all our computers. 


5. Can you explain what caused these problems? 


6. The government are trying to make the price of houses cheaper. 


6. Test yourself. Write 12 sentences with “make” and “let”* base form. 
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Unit 8 
SALES AND NEGOTIATION 


- Looks at some aspects of sales and - Sales 


its common uses. - Uses of 'sale' 


- Presents four stages of negotiation - Parfts of speech: 


Nouns + 
and some negoftiations styles. prepositions 


- Serves to highlight the word - Negotiation 
combinations: 


- Negotiation styles 


- Verb + Noun + Preposition 
-_Verb +noun +preposifion Combination 


-_ preposition +noun 


-_noun +preposition 


- Preposition + Noun 


A. SALES 


Sđles describes what a business sells and the money It receIves ÍOr II. 
Mrs Pat Lawrence 1s having a sales meeting with her sales team: 


“Our sđles ƒigures and rurnover (money received from sales) ¡in the last 
year are øgood, with revenue (money from sales) of 14.5 million euros, on 
volume oŸ 49 boats. This 1s above our fargeí (a result that you try to achieve) of 
13 million euros. We estimate our sđles øgrowfÏ! next year at ten per cent, as the 


world economy looks good and there 1s đemand for our products, so my sales 
forecast is that there wIll be a rise ïn turnover.” 


1. Uses of the word “sale” 


a. make a sale sell something 
b. be on sale/for sale be available to buy 


c. unit sales the number of things sold 
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d. sales a company department that deals with selling its products 
e. A sale a period when a shop sells its goods at a lower price than usual 
f. The sales  a period when a lot of shops are having a sale 

2. Parts of speech: Nouns + Prepositions 


Here 1s a list of nouns and the prepositions normally used with them. 


advantage of. advice on application for  benefit of cause of 


cost of contact with demand for difference between 


fall in/ of increasein  interestin lack of matter with 
need for price of reply to requestfor trouble with 


She has the aqdvantage 0ƒ a good education. 


There has been a large ƒall in unemployment over the last few months. 


B. NEGOTIATION 


A negofiafion 1s a business discussion between people who have different 
interests. During a negotiation they try to ƒïind a solufion to a problem or reach 
an agreement. John Rix is an exper on negotlation: He points out four main 
negotiation phases. 

a. The preparation phase: Work out what you want and which are the 
main prIOrItIes. 

b. The debating phase: Try to find out what the customer wants. Use open 
questions and listen to your customer. 

c. The proposal phase: Suggest some of the things you could trade. Be 
patient and listen to the customers proposals. 

d. The bargaining phase: Indicate what you will actually trade. Here you 
exchange conditionally particular points ¿ /„rn. Remember to write down the 
agreement. 


C. NEGOTIATION STYLES 


When you are negotiating with people from other cultures, 1S Important to 
think about what they consider as normal behaviour. You ]Ì need to think about 


the following: 
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body language conversational rules  qtHtudes to từme 


relationship building  physical contacf 


1. Verb + Noun + Preposition Combinations 


Here is a list of verbs + nouns + prepositions 


find solution to pay affenfion to give priority to show respect for 
take care of take advantage of _ make use 0Ÿ cafch sight of 
cause damage to make way for tell the difference between 


They didn '† pay attention to what the director said. 


Try to make se 0ƒ eVeFrÿY ODDOFIHHIIV thaf drrIves. 


2. Prepositions + nouns 


af your convenience af a profit/loss by cheque by mistake for sale 
out of order in a hurry oön sale onbusiness  ïỉn 
advance in debt on loan on time in 


order in writing with reference to 


Can yon telephone me df ÿYOHF COnVeHIence fo arrange the meeting? (at a 
suItable (timelplace) 


Could you please confirm your order in writing? 


PRACTICE 


1. Match the word combinations (1-7) to their definitions(a-f). 


| figures money received from sales (2_ expressions) 


2 Íorecast sales aimed for In a particular period 
3 growth the number of things sold 

Sales< 4  reVvenue Increase In sales 
5 target Statistics showing the amount sold 
6 turnover sales predicted In a particular period 
7 volume 


¬..-.ˆ 


48 


Số hóa bởi Trung tâm Học liệu — ĐHTN hfip:/www.lrc-tmtm. edu.vn 


2. Match each use of the word sa/e with the correct meaning (a-f) from 
part AI. 


1. I didn”t pay the full price for these shoes. I bought them ¡n a sale. 

2. I mean the Christine who works in Sales, not the one in Accounts. 

3. Nothing is more satisfying to salesperson than making a sale. 

4. People queued all night for the beginning of the January sales. 

5. The model wIll go on sale ¡in the UK from next March. 

6. Volkswagen”s sales rose to 1,954,000 cars from 987,000 a year earlier. 

3. Complete the sentences below using a noun from box A and a 
preposition from box B. The first one is an example. 

A B 


difference price cheque Invitation of of of to to for for 


reply experlence request advantage between 


1.Thank you very much for your /vifafion ío the party. 


2. At the moment the bank Is considering Our ...................... a large 
overdraft. 

“HH my gpmd0n, DĨ 1í. having a credit card 1s that you can pay 
for things over the phone. 

4, HHWe WE FEĐBIVB( Ø4 esreevoeee that letter we sent them last week? 

5, Yes, they have paid us. We recelved a.................... $1600 a few days 
ago. 


6. I don't think he would be suitable for the Job in Tokyo. He has had very 
lui K n workingø OVerseas. 


7. In the long term, inflation ¡s linked to the ................... raw materlals. 


§..18 KIÊN XI ——— these two fax machines? They look the same to me. 


4. Rewrite the sentences below using one of the phrases in the box. 


out of order, in a hurry, at a loss, by car, on time, for sale, in debt, on order 
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Example: This machine doesn"t work. This machine is 2w øÊorder. 


{nh +  ©) t2 


. Wb expect đdelivery oÏ the gOOÄS SUOIL s.ecseoeseeenineiniideirieiii., ¡ 
„ My honse ison tfeHmMUffi —= sxeseeemeemeennmsmasnseasdoieed 
V...... i5: l6. l5...) . n ẽ .Š6ổ 
„ TH HOSI fTlOorloy hơn WG KOÌD KHẾ ĐÑĂ sueseeeeeeenkeeGbas2dickaidobecsasnisdkiiuuie : 
`... `... ẶẰẶĂẶĂ(( g1". ' 
LÔ NI ÔN NẾẨU —-—_______________— mynnggmemd9isdfgetiähiditsaatkoiRkemeskeltoersieg : 


.TUSURBIIVRDWEHWOIĂ, ________ saƠNHH-MGCAĐMĐHHEHSGRHURNSHSEEVNWSGEESSSS4US2SSS08+ 


- Fill in the blanks with a suitable preposition. 

. The government should ø1ve top pTIOFItY .......... education. 

.- We took full advantage ......... the hotel facilities. 

‹ Mary takes care .......... the marketing process. 

.‹ You should make use .......... YOUT COnfactS ........... Customers. 


. The company manager has found a solution .......... the shortage of 


WOrkers. 


6. 


Test yourself. What are the correct prepositions that follow these 


WOFds: consisf, comply, insist, congratulate, thank. Write five sentences 
with them. 
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Dnit 9 
DESCRIBING TRENDS 


- Focuses on the key language, - Describing changes 
including terms used for describing - Verbs and nouns used to describe 
trends/changes/ graphs. changes 

- lIntroduces and practises: - Adjecfves and adverbs used to 

- Verbs, nouns, adjective, adverbs | describe changes 
used to describe changes in a market. - Giving causes and reasons 


- Expressions to describe causes and 
results 


A. DESCRIBING CHANGES 
US SALES EXPORTS 


1985 1986 1987 1988 1989 1990 1985 1986 1987 198§ 1989 1990 


Sales to the UK market røse síead¡ly between 1985 and 1987. There was a 
dramafic decrease in 1988 when our main distributor went out of business. 
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Sales recovered sharply in 1989 and the slighf mprovemen 1n 1990 brought 
us back to the 1985 level. 


There was a sharp rise in exports in 1986. They wenf up siighfly in 1981 
when we began to break ¡into the US market. They rose dramaiically in 1988 
when we signed the new agency agreements and there was a s/eady increase ìn 
1989 and 1990. 


1. Some verbs and nouns are used to describe changes in a 
market. 


leap 
80 Hp Jump 
rise SOAT = ØOUD 


raise SUrỹØ€ rapidly/ 


skyrocket / sharply 


plummet = go down 


sharply 


The verbs rise` and Taise` are used differently in the sentences below. 
Prices rose sharply. (the prices went up on their owH.) 

Our suppÌhiers raised their prices sharply. (Someone put them up.) 

to level oƒƒ means ro remain steady or stable. 

to ƒÏuctuafe means fo change ƒYequentÌy in size 


Pay attention to the pronunciation of the two-syllable words. The stress 
falls on the first syllable If the word is a noun and the second syllable If it 1s a 
verb. 


We need an tcrease In production. 


ki, 


Số hóa bởi Trung tâm Học liệu — ĐHTN hfip:/www.lrc-tmtm.edu.vn 


We need to increase out production. 


2. Some adjectives and adverbs are used to describe changes. 


ADJECTIVE ADVERB TYPE OF CHANGE 
(describes a noun) (describes a verb) 


shght siiphtly very simall 


sharp sharply sudden, large 


dramatic dramatically sudden, very large 
sieady steadily regular(notsudden) 
rapid rapidly /ast 


B. GIVING CAUSES AND REASONS 


Car dealers are reporting lower sales of new cars. This Is 4 resul? øƒ a 
recent fall in demand. It wIll /eađ ro a surplus of cars on the market and some 
automobile manufacturers are likely to cut prices. 


Trend: Car dealers report lower sales of new cars 
Cause: A recent fall in dẳemand 


Results: A surplus of cars on the market; Automobile manufacturers cut prices 


® Words and expressions to describe causes and results 


CAUSES RESULTS 


This ¡is a result of/ due to/ because of... As aresult,... 


It will lead to/ result in ... 


This results from ... 


PRACTICE 


1. Complete the senfences with the correct form of the verbs raise or 
riS€. 


1. The Chancellor has Just......... the duty on petrol. 
so (| LIẾ NT se mỹy=eis in the east and sefs In the west. 
3. Our share price has ............ recently. 
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th, (GP sau sec xoa an Important point at the meeting yesterday. 
5. Bank lending rates ........... by 0.5% last month. 
6. Could I........... a question? 


2. Look at these headlines containing words from A1 and say whether 


the statements about them are true or false. 


1. VENDOME JEWELLERY AND WATCH SALESLEAP 

- Sales have risen by a small amOoHII. 

2. STERLING PLUMMETS AS US DOLLARS WEAKENS 

- The Briish pound has ƒallen a lot in value, but the US dollar has ƒfallen 


less. 


lọt. 
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3. PARADISO INFLATION SKYROCKETS 
- Prices in Paradisco have ƒallen sharphy. 
4. JAPANESE TRADE SURPLUS SOARS 


- The difference beweeh Japanese imports and exports has increased a 


5. FORD FROFITS UP AS CAR SALES CONTINUE TO SURGE 
- Ford Projfits have increased thanks to rapidly rising car sales. 
3. Rewrite the sentences below using verbs and adverbs. 
Example: There has been a sharp rise in exports in 1986. 

> The exports have risen sharply in 1986. 


1. There was a slight increase in the number of workers in the factory. 
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5. There was a sharp decrease in profits. 


—“............... vn ẻẽẽc 
——_—_—————————_————....................... 


4. Complete the passage below with the most suitable word: 


1988 was year (l)... success and achievement (2)...... the BP group. We 
concentrated (3) ... core businesses and developed our sound strategic policy. 


A fall (4).... oil prices (Š)...... to a decrease (6) ..... profits, but there was 
tù T}........ in oil and øas production. 


We can look forward (8) ..... the years ahead, confident of further growth. 


5. Complete the sentences below with words from B. 


Example: A recent ƒall in demand for cars led to a surplus oƑ cars on the 
market. 


l, The Ìferease in gaÌles gosfs.............. the rise In spending on 
advertising. 

2. The big orders from Japan ............ a recovery In sales. 

3. The staff reductions .............. the factory automation. 

4. The rise in đistribution cosfs ............ the Increase In petrol prIces. 

5. The factory automation .............. an Increase in productIVIty. 


6. Test yourself. Wrife a few sentences about the following trend, 
describing the causes and results. 


“People are living longer than they used to. ” 


hắc, 
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Unit 10 
'TELEPHONING 


Objectives Contents 


- Provides learners with different - Types of telephones 
types of telephones. - Phoning scenario 


- Focuses on basic telephoning skills - Asking to speak to someone 


- Offers learners the chance to - Giving and taking messages 
practise how to make a phone call, give - Making arrangements 
and take messages. 


A. TYPES OF TELEPHONES 


- publc telephoneÍ pay phone: phone in a public place operated with 
money, a credit card or phone card. 


- Mobile phone, mobile( cell phonef cellular phone, cellular: a phone you 
can take with you and use anywhere. 


- WAP phone: a mobile phone with access to the Internet ( WAP = 
wireless application protoco]). 


- Exfension: one of a number of phones on the same line, in a home or 
office. 


- Cordless phone, cordless: an extension not connected by a Wire, so you 
can use 1t around the house or in the garden. 


- Pager: allows you to receive the written messages. 


- Webcam: a camera attached to a computer and phone line, so two people 
talking on the phone can see each other. 


- Video phone: a speclal phone with a screen so you can see the other person. 
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Webcams and video phones enable yiieoconƒferencing : holding a meeting 
with people In different locations. 


B. PHONE, CALL AND RING 


to give someone a call/a bell/ a buzz 


to make a telephone call 


to call / phone/ telephone/ ring (up) 
someone 


C. PHONING SCENARIO 


You want to phone some one in a company. You pick up the phone. You 
hear the đialing rtone and dial the number on the keypad. You dont know the 
persons đirec line number, so you đial the number of the companys 
switchboard. One of these things happens: 

a. The number rings but no one ansW€rs. 


b. You hear the engaged onel busy fone because the other person Is already 
talking on the phone. You hang up and try again later. 

c. You ge fhrough, but not to the number you wanted. The person who 
answers says you have got the wrong nưnber. 

d. The operafor answers. You ask for the extension of the person you want 
to speak to. 

e. You are pwf fhrough to the wrong extension. The person offers to 
transfer you to the right extension, but you are cw/ øƒƒ ~ the call ends. 


- Asking to speak to someone 


- Can you put me through to 


: - One moment, please. 
extension123, please? P 


-Ïm putting you through 


- (Can Ihave extension 123, 


please? - The extension / line 1s 


ringing for you. 


123, please. 
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LI 11 call back later. 


Sorry to keep you waiting. 


I phone a moment ago, but 
I was cut off. 


- Giving and taking messages 


- Im calling about... 


- Im calling to confirm that.. 


- Could I leave a message? 
- Could you tell Y that... ? 
- Could you ask Y to call me back? My number s... 


Fll ask him/ her to call you 
when he/ she gets back. 


- I wonder If you could call back later? 


- Can I ask who's calling? 


- Which company are you calling from 2 


- May/ Can I ask what It's about? 


- May/ Can I take a message? 


- Taking messages: checking information 


a. m sorry, | didn t catch your name. Could you spell it please? 
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b. Did you say your number is 624 4262 
c. Is that B for Bravo or V for Victor? 

d. Where did you say you re calling from? 
e. The code for the Sweden is 49, right? 

f. Is that Ginola like the football player? 


- Making arrangements 


You get through to the person you want to speak to and fix a meeting . 


- Can/Shall we fix/ arrange a 
meeting/an appoIntment? 


- II Qust) get/ check my 
điary. 


- Would 1t be useful to meet 
up soon? 


- How about Monday? 


- What about Wednesday? - That s fine 

- Would Friday be suitable? - lI cant/ wont be able to 
- Would Tuesday suit you? make Monday. 

- Shall we say Thursday? 


PRACTICE 


1 Which equipment in part A would each of these people use? 


1. A lawyer who needs to stay in contact in court, but cant have a ringing 
phone. 


2. A building contractor who works in different places. 
3. Someone who wanfts to stay in touch whilst they are in the garden. 


4. A company manager who wants to discuss something with managers in 
different offices at the same time. 


5. A computer enthusiast who wants to see the person she ¡s taÌking to. 


6. Someone who ¡s out but doesn t have a mobile. 
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2. Which of these sentences containing expressions from part B are. 


correct? Correct the mistakes from the wrong senfences. 


1. It would be good to see Anna soon. [II phone to her and see when she); 


free. 
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2.I gave Brian a call yesterday and we had a long chat. 


3. Why dont you ring up at Pizza Palace and order some take-away p1zza? 


4. I rung them five minutes ago, but there was no ansWer. 


5. Call me up next time you are in Ñew York. 


6. Give me a ring when you are next in London. 


7. II give her the bell and we ] fix up a meeting. 


§. When you get some news, make me a buzz. 


3. Look at part C (taking message). Match the responses (1- 6) with 
the quesfions (a-f). 


I.No, actually it's 46 


2. Its Valladolid with a V at the beginning, V for Vịctor. 
3. No, 642 246. 

4. Springer Verlag in Hamburg. 

5. Krieslovski. K-R-I-E-S-L-O-V-S-K-I. 


4. Put the conversation ïnto a logical order. Annelise Schmit (AS) gets 
throuph to James Cassidy (JC). 


1. 


AS: Fine thanks. Im going to be in London on Tuesday and 
Wednesday next week. How about meeting up to discuss how 
Megabook and Sprenger might work together? 


AS: Hello. This is Annelise Schmidt. You remember we met at the 
Frankurt Book Farr last month? 


AS: Look forward to seeing you then. Bye. 
AS: Sounds good. Shall I meet you at your office? ['ve got the address. 
AS: Yes that s fine. 
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6. JC: James Cassidy. 
7. JC: Goodbye. 


8. JC: I Just check my diary. [ won't be able to make Tuesday. Ive got to 
go to Manchester. Would Wednesday suit you? How about lunch? 


9. JC: OK. See you on Wednesday at 12.30, then. 
10. JC: Yes, how are you? 


11. JC: Yes, Why don't you come round here at about 12.30? Ask for me at 
reception and Ï'll come down. 


5. Test yourself. Write 12 words about the types of telephones without 
referring to A. 
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GLOSSARY 


ABBREVIATIONS 

adj = adjective 

adv = adverb 

conj = conJunction 

n = noun 

Vẻ = verb 
abandon [e'bandan] (v) 
ability [e'biliti] (n) 
absent-minded 
[&bsentmaindid] (adj) 
access ['4kses] (n) 
accounrt for [ekaunt fs:,f] (v) 
accustomed to [akAstemd ta:] (adj) 
achieve [ø'tƒï:V] (v) 
administer [ad ministe] (v) 
administration [ed,minis trei ƒn] (n) 
advantage of [ad va:ntids, øv] (n) 
adventurous [ad'ventƒaras] (adj) 
advice [ad'vais, on] (n) 
aggressive [9'gresiV] (adj) 
agree [9Gri:] (v) 
aircraft company 
[eekro:ft 'kampani] (n) 
alteration [,o:lte rei ƒn] (n) 
ambitious [aembi ƒes] (adj) 
amount [9 maunt] (n) 
applicant ['plikent] (n) 
appointment [9 ps2intmant] (n) 
approach [ø'proutƒ ] (n,v) 
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bỏ rơi 


khả năng 
sao nhãng, đãng trí 


tiếp cận 

giải thích 

quen, thích nghi với 

đạt được 

người quản lí, thí hành 
sự điều hành, điều phối 
thuận lợi về, lợi thế về... 
có tính chất phiêu lưu, mạo hiểm 
lời khuyên về ... 

hiếu thắng, hiếu chiến 
đồng ý, tán thành 

công ty hàng không 


sự thay đổi 

có tham vọng 

số lượng 

người xin việc 

cuộc hẹn 

tiếp cận, phương pháp 
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arrange [e'reind5] (v) 

attached to [e'ttƒt] (v) 

attack [e' tk] (n,v) 

attend [e'tend] (v) 

attitude ['œtitju:d] (n) 

available [aveilebl] (adj) 

avoid [9'Vaid] (v) 

aware (of) [9'Wee, aVv] (adj) 
background ['bakgraund] (n) 
bankruptcy ['banikreptsi] (n) 
bargain ['bo:gin] (n,v) 

bonus ['bounas] (n) 

bottle- opener ['batl,oupana] (n) 
brand name ['brand neim] 
budget ['badãäit] (n) 

bureaucratic [,bjuare kraœtik] (adj) 
can”t stand [ka:nt , stnd] (v) 
candidate ['kœndidit] (n) 
capable of ['keipebl, av ] (adj) 
cash- dispenser [kœ ƒ,dis'pensa] (n) 
catch sipht of [keœt,sait, aV] (v) 
cause [ko:Z] (n,v) 

cellular phone ['seljule, foun] (n) 
chambers of commerce 
[tƒeimba, av'koma:] (n) 
charged with [tƒa:d5, wiđ] (v) 
charity ['tƒriti] (n) 

chemist ['kemist] (n) 

classify ['klasifai] (v) 

clerk [kla:k] (n) 

clien: ['klaiant] (n) 

code [koud] (n) 


commercial disaster 
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sắp xếp 

gắn bó với 

tấn công 

tham dự, tham gia 
thái độ 

có sẵn 

tránh 

ý thức, nhận thức về.. 
bối cảnh 

sự phá sản, vỡ nợ 
(sự) mặc cả 


tiền thưởng, lợi tức chia thêm 


cái mở nút chai 

tên nhãn hiệu 

ngân sách 

quan liêu 

không thể chịu đựng 
ứng cử viên 

có khả năng về... 
máy phát tiền 

bắt gặp, nhìn 
nguyên nhân, gây ra 
điện thoại di động 
phòng thương mại 


bị buộc tội 

từ thiện 

nhà hóa học 

phân loại 

nhân viên 

khách hàng 

mã số 

thiệt hại về thương mại 
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[ke ma: ƒI,di'zu:ste] (n) 

commecrcial land [ke ma: ƒI,lnd] (n) 
commission [ke mi ƒn] (n) 
competitor [kem petite] (n) 
complain (to/abour) [kemplein](v) 
comprehensible[,kompri'hensaebl](adj) 
concentrate (on) ['kansntreit] (v) 
confrontation [,konfrantei ƒn] (n) 
connect (to/) with [ke nekt] (v) 
consist (of [ken'sist] (v) 
constructive [Kken'strAktiV] (adj) 
consultant [ken'saltant] (n) 

contact (with) ['kontakt](n) 
contractor [ken'traekte] (n) 
contribute (to) [ken'tribju:t] (v) 
convenience [ken'vi:njens] (n) 
convince [kenvins] (v) 

co- ordination [kou,2:diï'nei ƒn] (n) 
cordless - phone (n) 

confirm [ken'fa:m] (v) 

corporate image ['k2:parit,'imids] (n) 
corporate ladder ['ko:psrit,'lde] (n) 
corporate logo ['ko:parit,'lougou] (n) 
corporate profit ['ko:perit, 'prafit] n) 
courageous [ke 'reid5as] (adj) 
creative [kri:'eitiV] (adj) 

crime [kraim] (n) 

criicize [kritisaiz] (v) 

current price ['karent, prais] (n) 

cut of. ['kAt2:f] (v) 

dangerous machinery 

[ deindsrs,me' ƒi:nari] (n) 

deal with [di:l, wiÐ] (v) 
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nơi dành cho buôn bán 
tiền hoa hồng 
đối thủ, người cạnh tranh 


phàn nàn (với (ai) khiếu nại vẻ...) 


có thể hiểu được 

tập trung vào.. 

sự chạm trán, đối chất 
kết nối 

bao gồm 

có tính chất xây dựng 
cố vấn, người tư vấn 
liên lạc với.. 

người đấu thầu, thầu khoán 
đóng góp, góp phần vào 
thuận tiện 

thuyết phục 

sự kết nối, phối hợp 
điện thoại không dây 
khẳng định 

hình ảnh công ty 

nấc thang nghề nghiệp 
biểu tượng công ty 

lợi nhuận công ty 
dũng cảm 

có tính sáng tạo 

tỘI ác 

chỉ trích 

giá hiện hành 

cắt giảm 

máy móc nguy hiểm 


giải quyết 
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debate [di'beit] (n.v) 
decision [dfsiãn] (n) 
decrease ['di:kri:S] (v.n) 
delegation [,delïgei ƒn] (n) 
delivery [dïlivari] (n) 
demand [di'ma:nd] (v) 
deny [dïnai] (v) 

depend on [dïpend an] (v) 
design [dïzain] (n) 

dial ['daial] (n,v) 

diary ['daiari] (n) 
diplomatic [,diple maœtik] (adj) 
direct line [direkt lain] (n) 
discovery [diskavari] (n) 
dishonest [dis'anist] (adj) 
dislike [dislaik] (v) 

dismiss [dismis] (v) 
dismissal [dis'misal] (n) 
distribute [disttribju:t] (v) 
dominate ['domineit] (v) 
dramatic [dremeœtik] (adj) 
edge [ed5] (n) 

edible ['edibl] (adj) 
education [,edju:'kei ƒn] (n) 
electronic [,ilektranik] (adj) 
emphasize ['emfasalz] (v) 
employment [im'plsimant] (n) 
energetic [,ena'dzetik] (adj) 
engaged [ingeidsd] (adj) 
enquire: [in'kwaie] (v) 
enterprise ['entepraiz] (n) 
equipment [iïkwipmant] (n) 
ex-wife [ekswaif] (n) 
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tranh cãi, thảo luận 
sự quyết định 
giảm, sự suy giảm 
sự uỷ quyền. uỷ thác 
sự phân phát 

yêu cầu 

chối cãi 

phụ thuộc vào 

thiết kế 

quay số 

nhật ký 

thuộc về ngoại giao 
đương dây nóng 

sự khám phá 
không trung thực 
không thích 

sa thải 

sự sa thải 

phân phát, phân loại 
chi phối, thống lĩnh 
lớn mạnh; đáng kể 
bờ, rìa, mép 

có thể ăn được 
giáo dục 

thuộc điện tử 

nhấn mạnh 

việc làm, công việc 
có năng lực 

bận 

đòi hỏi 

doanh nghiệp 

thiết bị 
VỢ Cũ 
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excited about [ik'saitid a'baut] (adJ) 
experience [iks'pierians] (n) 
experiment [iks'periment] (n) 
expert (on) ['ekspa:t on] (v) 
export ['eksp2:t] (n) 

ex-president [eks'prezidant] (n) 
ex-servicemen [eks'sa:visman] (n) 
extension [iks'ten ƒn] (n) 
extnguisher [iks'tingwiÍe] (n) 

fail [feil] (v) 

fall [f:l] (v) 

famous (for) ['feimas fa: ] (adj) 
favour ['feiVe] (n,v) 

feature [[fi:tƒe] (n) 

financial [faïnan fl] (adj) 

fire precaution ['fai [prïka: ƒn] (n) 
firm [fe:m] (n) 

first aid [fe:st eid] (n) 

fix up [fiks'Ap] (v) 

flexible ['fleksebl] (adj) 

flexi-time ['fleksi ,taim] (n) 
fluctuate ['flAktjueit] (v) 

foggy [fgi] (adj) 

frequently ['fri:kwenti] (adv) 
fringe benefit ['frinds'benifit] (n) 
full-time job ['fulltaim dssb] (n) 
get along [get elan] (v) 

øet down to [get daun tu] (v) 

øet round [get raund] (v) 
øood-tempered ['gudtempad] (adj) 
grateful ['greitful] (adj) 

srowth [grou6] (n) 

guilty of [Ƒ'gilti] (adj) 
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hứng thú về 

kinh nghiệm 

thí nghiệm 

chuyên gia về cái gì 
xuất khẩu 

cố tổng thống 

lính giải ngũ, cựu chiến binh 
sự mở rộng 

bình chữa cháy 

thất bại 

giảm 

nổi tiếng về 

(sự) giúp đỡ, ủng hộ 

đặc điểm, nét đặc trưng 
thuộc về tài chính 

đề phòng hoả hoạn, 

công ty 

SƠ cứu 

định, sắp xếp (ngày, giờ...) 
đẻo dai, linh hoạt 

ø1ờ giấc linh hoạt 

đao động 

có sương mù 

thường xuyên 

phúc lợi phụ, phụ cấp ngoài 
công việc toàn thời gian 
thân thiện 

chú ý 

lan truyền 

thuần tính, mát tính 

biết ơn 

sự lớn mạnh, tăng trưởng 
CÓ tỘI 
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handle with ['handl wiđ] (v) 
hazardous ['h#zadas] (adj) 
headhunt ['hedhant] (v) 
headhunter ['hed,hanta] (n) 
heating [hi:tin] (n) 

hesitate ['heziteit] (v) 

highway ['haiWeiï] (n) 

hire ['haie] (n,v) 

homeless ['houmlis] (adj) 

iIlegal [[li:gal] (adj) 

ilogical [ïlsdãikel] (adj) 
imagination [i,madsï'nei ƒn] (n) 
impatient [im'pei ƒant] (adj) 
impolite [,impa lait] (adj) 
improvement [im'pru:vmant] (n) 
income tax ['inkam'taks] (n) 


inconvenient [,inken'vi:njant] (adj) 


increase ['inkri:S] (n,v) 


independent [,indipendans] (adj) 


individual [,indïvidjual] (n, adj) 
industry [indestri] (n) 
inefficient [,inffiƒent] (adj) 
inflaton [inflei ƒn] (n) 

intial [ni ƒel] (n, adj) 
inspector [in'spekte] (n) 
interest ['intrest] (n) 
investment [inVvestmant] (n) 
invitation [,invf tei ƒn] (n) 
involved [invalvd] (adj) 
iregular [ïregjule] (ad)) 
jealous ['dseles] (adj) 
jewellery ['dsu:alri] (n) 
keypad ['ki:paœd] (n) 
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giải quyết 

nguy hiểm 

săn lùng chất xám 
người đi săn tìm chất xám 
lò sưởi 

do dự, ngập ngừng 
đường cao tốc 

thuê, mướn 

VÔ Ø1a cư 

không hợp pháp 

không lô gíc 

trí tưởng tượng 

không kiên nhẫn 

bất lịch sự 

Cải tiến 

thuế thu nhập 

không thuận lợi, bất tiện 
tăng 

độc lập, không phụ thuộc 
cá nhân 

công nghiệp 

không hiệu quả, không năng suất 
sự lạm phát 

chữ cái đầu 

người soát vé, thanh tra 
lãi suất 

sự đầu tư 

lời mời 

có liên quan, liên luy 
không đều đặn 

ghen tỊ 

đồ trang sức 

bàn phím 


G7 
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label ['leibl] (n) 

labourer ['leibara] (n) 

lack [la&k] (n) 

lead to [lid te] (v) 

leave for [li:V fer] (v) 

level off ['levl af] (v) 

lierature [†itratƒe] (n) 

loan [loun] (n) 

location [lou kei ƒn] (n) 

look through [luk ru:] (v) 
look up to [luk Ap te] (v) 

loss [loS] (n) 

major ['meidsa] (ađj) 

manase ['maœnid5] (v) 

manual ['mœnjual] (adj) 
market-driven ['ma:kit driven] (adj) 
marketing concept 
[ma:kitin'kansept] (n) 
market-led ['ma:kit led] (adj) 
market-oriented 

[Ứma:kit '›:riantid](adj ) 
maternity leave [ma ta:niti li:V] (n) 
medium ['mi:diam] (adj) 
methodical [mïØadikl] (adj) 
mistake [mis'teik] (n) 
misunderstand ['misanda'stand] (v) 
monopolize [ma napalaiz] (v) 
multi-racial [malti 'rei ƒl] (adj) 
nationalize ['naƒnalaiz] (v) 
nesotiation [ni,gou ƒï'ei ƒn] (n) 
normal ['na:mal] (adj) 

obey ['bel] (v) 

offer ['2fe] (n,v) 
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nhãn hiệu 


người lao động, lao công 


thiếu hụt 
dẫn đến 
đời đến 
không thay đổi 
văn học 
tiền cho vay 
VỊ trí 
xem qua 
kính trọng 
lỗ 
quan trọng, chính 
quản lý 
(thuộc về) chân tay 
theo hướng thị trường 
khái niệm tiếp thị 


theo hướng thị trường 
định hướng thị trường 


nghỉ sinh 

trung bình 

có phương pháp 
lỗi 

hiểu nhầm 

độc quyền 

đa chủng tộc 
quốc hữu hóa 


đàm phán; thương lượng 


bình thường 
tuân thủ, chấp hành 
đề nghị, thỉnh cầu 
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overcharge ['ouva'tƒa:ds] (v) 
overtime ['ouvetaim] (n) 
ownership ['ouna ƒip] (n) 
painless ['peinlis] (adj) 
paperwork ['peipewo:k] (n) 
particular [pe tikjula(r)] (adj) 
part-time job [Ìpa:t taim ds2b] (n) 
passive smoking ['pa®siv 'smoukin](n) 
patent ['peiƒnt] (adj) 

payee [peiï: ] (n) 

penetrate ['penitreit] (v) 
pension ['penƒn] (n) 

perk [pa:k] (n) 

permanent ['pa:manant] (adj) 
permission [pe'miƒn] (n) 
personnel [,pe:se'nel] (n) 
persuasive [pe sueisiV] (adj) 
physical ['fizikl] (adj) 
physician [fizi ƒn] (n) 

pickup [pikap] (v) 

pleased with [pli:zd wi9] (adj) 
plummet ['plamit] (v) 
posiion [pa'ziƒn] (n) 
postpone [pe spoun] (v) 
precaution [prika: ƒn] (n) 
priority [prai'arati] (n) 
privatize ['praivitaiz] (v) 
process ['prouses] (n) 
promise ['pramis] (n,v) 
promotion [pr'mmou ƒn] (n) 
proposal [pra pouzl] (n) 
prosper ['pr2spa] (v) 
prosperity [pro 'sperati] (n) 
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bán giá quá đắt 

ngoài g1ờ 

chủ sở hữu 

không đau đớn 

công việc giấy tờ 

cụ thể 

công việc bán thời gian 
hút thuốc thụ động 
kiên nhẫn 

người được trả tiền 
thâm nhập, lọt vào 
lương hưu 

tiền thù lao thêm, bổng lộc 
lâu đài 

sự cho phép 

nhân sự 

có thể thuyết phục được 
thuộc về thể chất 

nhà vật lý 

thu gom, nhặt 

hài lòng với 

giảm mạnh 

vị trí, địa VỊ 

trì hoãn 

sự đề phòng 

sự ưu tiên 

tư nhân hoá 

quá trình 

lời hứa 

sự thăng tiến, thăng chức 
lời đề nghị 

phát đạt 

sự thịnh vượng 
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protect [pra tekt] (v) 

prove [pru:V] (v) 

punctual ['panktÍuel] (ađj) 
put through [put ru:] (v) 
qualification [,kwalifi'kei ƒn] (n) 
qualified ['kwalifaid] (adj) 
quotation [kwou tei ƒn] (n) 
raise [reiZ] (v) 

rapidly ['rpidli] (adv) 
recall [rÏka:l] (v) 

recover [Fi:kAVe] (v) 
recruit [rÏkru:t] (v) 
reduction [rïdakƒn] (n) 
redundant [rïdandaent] (adj) 
referee [,refeTi:] (n) 
reference ['referens] (n) 
refuse [rÏfju:Z] (v) 

regular ['regjule] (adj) 
reject ['ri:dsekt] (v) 
relationship [rilei ƒn ƒip] (n) 
reliable [riïlaiebl] (adj) 

rely on [rflai an] (v) 

remain [rïmein] (v) 
reputation [,repju: tei ƒn] (n) 
request [rikwest] (n,v) 


research [Tri:sa:tƒ], [riïse:tƒ](n,v) 


respect [rÏspekt] (n,v) 


responsible (for) [rïspansebl far] (adj) 


retirement [riïtaiamant] (n) 
revenue ['reVenju: ] (n) 
ridiculous [ri dikjules] (adj) 
rise [ralZ] (v) 

risk-taking [risk'teikin] (adj) 
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bảo vệ 
chứng minh 
đúng giờ 
chuyển máy, nối máy 
bằng cấp 
có bằng cấp 
g1á thị trường 
tăng 
nhanh 
gọi lại 
hồi phục 
tuyển mộ, tuyển dụng 
sự giảm sút 
bị sa thải, dư thừa 
người tiến cử 
thư giới thiệu, tiến củ 
từ chối 
đều đặn 
bác bỏ, loại bỏ 
mối quan hệ 
đáng tin cậy 
dựa vào 
duy trì 
sự nổi danh 
yêu cầu 
nghiên cứu 
kính trọng 
có trách nhiệm về 
nghỉ hưu 
thu nhập 
vô lý, nực cười 
tăng 
mạo hiểm 
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rumour ['ru:ma] (n) 

satisfied ['sœtisfaid] (adj) 
sereen [skri:n] (n) 

second-hand ['sekend'hand] (adj) 
security [sÏkjuaereti] (n) 
selection [sỉlek ƒn] (n) 
self-employed [,self im'plsid] (adj) 
sensible ['sensabl] (adj) 

shift [ƒift] (n) 

shortage ['ƒ2:tids] (n) 

similar ['simile] (adj) 

simplify ['simplifai] (v) 
skyrocket ['skaïrakit] (v) 
slightly ['slaitli] (adv) 

soar [S2:] (v) 

soluion [seTlu: ƒn] (n) 
specialize (in) ['speƒalaiz in] (v) 
specific [spa Sifik] (adj) 

stable ['steibl] (adj) 

state-owned ['steit 'ound] (adj) 
steadily ['stedili] (adv) 

strange [streindã] (adj) 

strike [straik] (n) 

suffer ['sAfe] (v) 

suitable (forO ['su:tabl fe] (adj) 
supervisor ['su:pevaiza] (n) 
surøee [Se:d5] (v) 

surplus ['se:ples] (n) 

surprise [se 'praiz] (n,v) 

survey ['se:Vei] (n,v) 
switchboard ['switƒba:d] (n) 
systematic [,sista'maœtik] (adj) 
takeon [teikon] (v) 


Số hóa bởi Trung tâm Học liệu — ĐHTN 


tin đồn 

thoả mãn 

màn hình 

cũ 

an toàn, bảo đảm 
sự lựa chọn 
làm tư, làm riêng 
nhạy cảm 

ca làm việc 

sự thiếu hụt 
giống nhau 
đơn giản hoá 
tăng vùn vụt 
nhẹ 

tăng vọt 

giải pháp 
chuyên về 

cụ thể 

ổn định 

quốc doanh 

từ từ, đều đặn 
xa lạ 

đình công 

chịu đựng 

phù hợp với 
giám sát viên 
tăng nhanh 

giá trị thặng dư 
ngạc nhiên 
(cuộc) khảo sát 
tổng đài 

có hệ thống 
tuyển dụng 
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talented ['taœlentid] (adJ) 

target ['ta:git] (n) 

technician [tek'niƒn] (n) 
temperature ['tempraetƒa] (n) 
temporary ['temprari] (adj) 
tender ['tende] (adj) 

thoughtful [92:tfl] (ad)) 

training [treinin] (n) 

transfer ['trnsf: ] (v) 

treatment [tri:tmant] (n) 

trend [trend] (n) 

trouble ['trAbl] (n) 

turn down ['te:n daun] (v) 

turn on ['te:n an] (v) 

turnover ['ta:n,ouva] (n) 
underdeveloped [,Andadivelapt] (adj) 
unđerestimate [Andar'estimeit] (v) 
underpaid [and 'peid] (v) 
unguessable [An'gesabl] (adj) 
unprofitable [an'prsfitebl] (adj) 
unskilled [,An'skild] (adj) 

video conferencing 

[vidiou 'kanferensin] (n) 
vocational [Vou kei ƒenl] (adj) 
wage [Weid5] (n) 

warm-hearted ['Ww2:mrha:tid] (adj) 
washable ['wo ƒøbl] (adj) 

well- prepared ['wel pri pead] (adj) 
well-paid ['wel'peid] (adj) 

whilst [Wailst] (conj) 

wire [Wale] (n) 

work experience [Wa:kiks'piarians](n) 
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tài năng 

mục tiêu 

kỹ thuật viên 

nhiệt độ 

tạm thời 

mềm mỏng, mềm dẻo 
ngẫm nghĩ, suy tư 

sự đào tạo 

chuyển 

sự điều trị, xử lý 

xu hướng, xu thế 

có vấn đề, rắc rối 

từ chối 

tấn công 

tổng thu nhập 

kém phát triển 

đánh giá thấp 

bị trả lương thấp 
không đoán được 
không có lợi nhuận 
không lành nghề 

hội thảo qua phương tiện kỹ thuật 
(truyền hình, video ...) 
hướng nghiệp 

lương tuần 

nhân hậu 

có thể giặt được 
chuẩn bị tốt, kỹ lưỡng 
được trả lương cao 
trong lúc, trong khi 
dây (điện thoại) 

kinh nghiệm làm việc 
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WORKBOOK 


n1 
WORK AND JOBS 


1. Write the correc( word ¡in the brackets for each of the sentence 
below. 


Ì,m fesponsible TOT s«ou«.seee.e the design team. ( manage) 
a0 HN BÍ kuxeeeeŸnnsssee the work of the team. ( coordinate) 
3, On GÍ Tny TESPODSIbIHHIES Ì§ sesesees=eser sure that we don”t spend too 


much money. (make) 

4. My team 1s responsible for the design of new models for ............ : 
(produce) 

5. Ì Tú 0H DI ĐỂ sa deeeevesseei our work for the whole year. (plan) 

2. Complete these senfences with suitable words and phrases. 

1.I would get bored ïf I had a nine- ........................... : 

2. I can lock in any time between eight and ten and lock out between four 
Bnil SIX; Ï Tñì ÔN. seeennnarenseee ‹ 

3. He”s not here this evening, he”s working nights: you see, he works 


¬.......ÔÔÒÔẨÔ 


5. His work was not satisfactory, so he got..................- : 
3. Replace the underlined words with a suitable phrasal verb with LOOK 
1. What are you trying to find? 
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66666666eooeeoeeeee6ooe6666soøoo6ss6oeo6oöonsseoe6soeoseosseoseoo°eeôeooe°e®°oôô°o°oôoSessøoanseonoeoeeeeeeooøsooô0oøoeoeô0oeô69666eeeo 
¬"..ố......ẻ.ẻ.ẻố.ẻốẻ.ố.ẻẻốẻ.ẻ.ố.ẻ.........................a.aauaeeeaA-.-................ốẽẽẽ 
99090966006660960600906660660909096906066666000000000099090009090909090000000990099000000090090990009009009009909090909090006090096009640 60666 


ÔÔÔÔÔÔÔÒÔÖÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔ 0Ô... ii iaiaiaaidaidaidaa.. . can. -a-a.a..............ẽ.ẽér 


XỔ thuyngunggau840185 ! That flowerpot ¡is go¡ng to fall off the window-ledge! 


‹ Using a dictionary if necessary, øive one example of... 
. a manual job 
. a vocafional Job 


4 

| 

2 

3. a Job with routine tasks. 

4. a Job with regular deadlines 
' 


. a Job with lot of paperwork 
5. Decide whether the following statements are true (T) or false (F), 
according to the passaøe. 


My sister Charlotte was born when I was seven and my mother decided she 
needed a nanny to look after us. So we got Alison. She was very young, 
seventeen I think and wonderful. I adored her. She only worked part-time with 
us before she started her training at Norland College. She often made us 
delicious teas and read us stories in bed. When Alison left, we had a trained 
nanny who lived with us and worked full-time. She was called Nanny Barne 
by everyone. She was older and quite traditional and wore a uniform. It was 
then that I realized that Ï wanted to become a nanny. 


1. My father decided to hire a nanny to look after us. 
2. A namny Is a person who works in a hospital. 

3. Alison had a nine-to-five job. 

4. Alison made us awful teas. 

5. Nanny Barns works on flexi-time. 


6. Nanny Influenced my choice of career? 


74 


Số hóa bởi Trung tâm Học liệu — ĐHTN hfip:/www.lrc-tmtm.edu.vn 


Dnit 2 
RECRUTTMENT PROCESSES 


1. Match the words on the left with the words on the right. Use each 
word or phrase onÌy once. 


1 delivery âa. ap€ncy 

2. employment b. eXxperlence 
3. application C. S€TVIC€ 

4. curriculum d. form 

3. WOTK €. Vifa€ 


2. Complete the tables below with noun suffixes and adjective suffixes 
from the verbs. The first one has been done for you. 


qualWy qualified 


;/A AI ...AM......Ũ.Ũ.ỐŠ.Š.DÖ5.7.Ề.ễ.ỐễDễ Íẽố(ẽ. 


qualification 


ENSIDWO CÔ —  Ï— muasannnnnndinananedtaiueadaemam |  smmamnamanusanamuvmamsurtomibtiờit 


»*#“ẽ.ẽ.ẽ.G 1.......-é-......ˆ^A ˆ‹4‹........ 


HN =— — - ÍỀ— CỔỔunnnnndnntenkninnnemadnun | — quuunntegnwraornseeeeirseeleen 
QWHEGNGOOCOCOỎOC DằŒẦẨ TỬ H—=-=B--SAAAHAVMPROUNE | —— NHUHRNANNENMGNEONEMSGEmEREDMNIVRGNG 


KT nj n1 — .eenmmsasrmmrsi===BElE -- <—m==e====AeH.SEEMNSDAOURABRNOÔN 
ĐH ———-____“Í — --.-nuassnanmrHmmemmnnssnmwmam | - c—m=r=====r==mmm=em=mremrime 
£omplele CO | —.............«»»Ỷ--s°semnainn | senmesrrrsnsimseessesessis 


77x71 RA. —.............. 1N... 


2.1 RE... hU....... 


NGÔ 1 35QÄ— 2 Bác aZnŸ-aa | — se ann=siawnnsdiedsesse 
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3. Explain the difference between : 


1. an employer and an empÏOy€© ..........................--....------------------‹---............ 


"BS... ...a..aa.aaeae.aeae.aẢ.GCC......... 


"ae ......đ................Ố....Ố....... da ( ( ca an na... 


“H...............................................e.e......(AÁÁCCC................ 


¬ằ--Ắ:a............................................... 


 ÔÔÔỂÔỂÔỂÔÔÔ ỐC. ((C(C(C....Ố.Ố.ỐỐ.Ố.Ố.Ố.ỐỐỐỐ...................Ắ...ẽ. 


4. Put each of the following words or phrases in ifs correctf place in the 
passage below. 


references short-lIist €Xperlence Vvacancy qualifications 
application forms Interview  applicants apply fillin 


In times of high unemployment there are usually very many (Ï) ............. 
VUIPH 1 (GÌ mmemete= is advertised. Sometimes large numbers of people (3) 
ng , and send off (4) .............. for a single Job. Ít is not unusual, in fact, for 
hundreds of people to (Š) ............. to a firm for one post. This number Is 
reluced tơ H (l) sessssee of perhaps six or eight, from whom a final choice Is 
made when they all attend an (7) .............. . Very possibly the interviewers wIll 
be imleresied Im thề lỗ] s.se.ese~ that the candidates gained at school or 
university and what (9) .............. they have had In previous Jobs. They will 
probably ask for (10) .............. wrltten by the candidates” teachers and 
employers. 
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Dnit 3 
SKILLS AND QUALIFICATIONS 


1. Look at these examples and fill the øgaps with more examples, using 
the root words below + one of the suffixes in this list. 


I.-al: reglonal, national, 


“5Á. AÁÁ......ỐỐ.Ố.ỐKỐỐỐỐỐ Ố Ốố.ốỐ.. x6... 


2. - Ical: biological, geographical, 


“----ˆˆŠ.................... 


3. - able: acceptable, reliable, 


—. .....kxK............. 


ẶẶẳÔôÖ¡ồ.....:¡... ng 6< ................. 
5. - less: painless, thoughtless, 
6. - ish: ch¡ildish, whitish., 


7. -y: halry, wooly, 


......Ô............x.... 
¬—........ .e ...ố....Ố..Ố..ẻ. 6... 


.......Ề. ............................. 


alphabet break bump care colour comforL enjoy fear fool 
giammar grey hope mathematcs music noise obfain old  pain 
profession rain rest small success tall tradiion use wash young 


2. Eill in the øaps in these senfences, using a suffix with the correct 
form of the root word on the right. 


|, H WNN YRTW seeessenrsr of you to break that mobile phone. CARE 
2. Thank you for your let†er, I† Was VeFy................ OŸ you to send II. 
THOUGHT 

3, HÍ W4S IRTNEE..........«ie of him to cry when he did badly. ˆ CHILD 

4. We started our strip on a beautiful................... mornng. SUN 

5. Ienjoy this shirt very much because It WaS SO...............---- - NI TTT 
).: hô ÊG nhìn knowledge is very poor — he thinks Paris is In ltaly. 

GEOGRAPHY 


TỊ 


Số hóa bởi Trung tâm Học liệu - ĐHTN hffp:/www.Ìrc-tu.eđu.vn 


7. A very old car is usually an un ............-------- CaT. RELY 
8. I'lI always remember that journey- it was an un................ €XJP€rlence, 
FORGET 


3. Use the correct form of MAKE or DO to complete the gaps. 

L„ KÀNH WĂWfU samennenmee sure the proposal”s finished by tomorrow? 

9Ð lÌ i40 86g ceie my best, but I can”t guarantee anything. 

2. Who are your biggest customers in Germany? 

- NEI], DWE s.-eesieeo a lot of business with Sielman. 

3. So, Paula”s not very happy In her new jJob. 

- Apparently not. She”s............. 1t clear she wants to leave the company. 
4. How are you getting on with the new software, Martina? 

- Very well. In fact we”ve found we can't.............. without II. 

°. /UIẾ O seesedsdeesiee a lot of money In your new Job? 


- Not as much as I would like! 


6. My boss Isn't very happy with me. She says I just sit and ........... 
nothing all day. 


- Why don't you have a word with her and explain? 
7. Have you got a moment, Jules?2 


- Just a second. Ï”ve got to ............... a quick call to Louise at the head 
office. 


8. How”s the Ukraine proJect going, Car]? 
- VEry slpwly. We haven TL seeeee. much progress since the end of July. 


Ð, KDETID, €8 YƠU ‹............. a couple of extra hour this evening? I need 
some helps with the Interbank proposal. 


- Well, actually, I was hoping to get home early. 
10. David, have you managed to finish the Interbank proposal yet? 


`... sL, Số most of the detailed figures. Roberto'ˆs stll 
working on the next. 
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Dnit 4 
PAYS AND BENEFTTS 


1. Use these word combinations with GET to complete the øaps in the 
conversafions. 


øet me a coDy get the fax 
øeft used fO I† øet a taXI 


get any Idea get a headache 
øet to the offlce get that last point 


1. What time did you ....................... this morning? 
- Around eight o”clock. There was hardly traffic. 
2. IfI work with the computer for more than two hours I begin to ............. 
-  Why don't you use a protective screen? It's much safer. 
su [ t #00, l đi t đưữc................. . Would you mind repeating 1? 
-_ Well, Ï was just trying to explain why our Far East strategy 1s causing so 
many problems. 
4. While you”re out, Paul, can you .....................-- of the FInancial Times? 
- Of course, Lisa, Is there anything else you”d like? 
s. TU, VI suy snaneossemm I sent you this morning? 
- Hang on. I°lI just have a look. Yes, here I† 1s. 
6. How are you getting on with the new Adword 2.5? 
- m not sure. It”s a very đifficult program to use. 
Don”t worry. You”ÌÏ soon ...................-- ---- : 
7. Ïm going to be late for my appointment with Yvonne. 


- You ở Đbe[EFf..........xeesesseee : 
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l. HWR NƠI mị ác neaeasruee when Paula will be back? 

- No, m afraid she didn”t say a thing. 

2. Look at these examples and add more of your own, using the root 
word below + one of the prefixes in this list. 

GŒ+  tcu-chahman,COÒWOYKET.........exeneỷaio nemennarexeierir sssseoessstaoriie 

mid-: midnight, midair, midWee€k ................... ...-.......----------- «ê-<-<<<<<e.<..e. 

OV€T-: OVeract, OVerpaid, OVerdOne€ ................... ‹.....----‹------------- =-----<<<--.... 

T©-: febiifll, fñDIfEđT,IEGIE  ««.ee=se==S=- -———--ELEEERBRO mai... 

self-: self-help, self¬confained .................... ‹---------.--<.-<<e<< <<... 

SHb› sUbñôffidl SUEWWHW sease.sennmarrnsee nhaeemensmavesrsrrre seeneeenssmrrem 

Mỹ: HgỦ@vUDÕ ....SâÂ......... ‹aesnnracamawamsuam vaweybsaiaveseemsia Vevireise 

đfeinoon arrange bulton charge control driwer excHed ƒold 

MãaIry IHmorning screw service siandari way wWiHer WFap. 

3. Fill the øgaps in these sentences, using a prefix with the correct form 
of the root words on the right. 

1, | was lalE Beea—usel........................ how much time I”d need. ESTIMATE 


2. She wrote the business book alone, so she doesn”t have a ................. h 


AUTHO 

3. Event if you”re good_ at computer, you shouldn”t be ................. : 

CONFIDENT 
4. Ìt is very rude to In†errupt someone In ................... : SENTENCE 
5. Many buildings were ................. after the earthquake in 1980.  BUILD 
6. Most people who work feel that they are ................. : PAY 
7. She 1s having a rest because she has been ............... : WORK 
§. Ive lost my key so I couldn't............ the door when I got home. LOCK 
Đ, MS HHVR mmes=essee temperatures every night In ............ ˆ ZERO/ 

WINTER 

1D. Peơple wÑO se... e«. øften beeome................... ă EAT/ WEIGHT 


S0 
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Dnit 5 
PROBLEMS AT WORK 


1. Rewrite the sentences, using the words in brackets. 
1. A lot of executives like the BMW 500 series. 
(popular) 1he BMW 500 series is popular with exeCufives. 
2.I don" think she can do the work. 
D c. l l8 T0 0n S9 NGhợN CD, he Gh Đột Bính THỊ GÍÔ TOP TN THỚNG? NHÍ PP DEN CN DỰNG HP, 
3. Everyone knows Bordeaux because of its fine wines. 
TT n  ....( .áa (u02 co non chan oa ca .naẳa 
4. Janet is the person who hires new staff. 
----..ẽ-.---.--5ằẽằẽ.ẽ. 
5. The Industrial SocIety thinks that higher taxes are a bad Idea. 
(UEDOGĐỦ] ác căn cann nHỊ 2 nhì gŸP nh GHnh H54 20505 06888033006 0046 2M56.2073 30301483 2800104/0/5/00000715E5 
6. Would you like to arrange a meeting? 


la. 2é... acc a cố. (aẻ.ố ẽ. s..... 


2. Complete the following letter with the correcf preposifion. 

Dear Mr Hall, 

Thank you for your letter of 18 May regarding the Kingderbox range of 
children”s paints. The answers to the questions you raised are as follows: 


AII Kingderbox products fully comply (1) ......... European and British 
safety standards. The paints are non-toxic and washable. Each pack ¡n the 
Junior range consists (2)....... a paintbox with eight colours, a paintbrush, and a 
leaflet in English. 

The average delivery time for orders to England over DM 5,000 is four 
days. We do not rely (3) ........ rail transport, so delivery would not be affected 
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by the current train strike. We also take care (4) ........... iInsurance and export 
documenrtation. 


The level of discount we offer depend (5) ........ the s1ze of orders and the 
regularity. [ would be happy to talk (6) ......... you about this. 


Goods may be paid (7) ........ in Deutschmarks or sterling, and we offer 
flexible credit arrangements, Im confident we could agree (6) ....... suitable 
credit terms. 


Please do not hesitate to contact me 1f you have any further questions, and ] 
løøk forward (Ô) coi henring (TỔ) «eo you. 


Yours sincerely, 
Wolfgang Habisreutinger 


Sales Manager 


3. Answer the following quesfions, using the words ïn italics. 
1. What are you øøod at? 


9699006006969660000900090600900000000090000900000090000000000900090000000000000000000000909000009000000900990090090900990099609060060 
990000090900006900000009000009090900000000000000090000000900009000990000000000000009009000000009000900000900009990909009990990900008% 
909994660909060060600600600900900006009000090000900000000900000009000000900000900000000000900000000000009009090060060000909600000000000990% 
Đ90000096006060000000960000000600000000090000090009000090000090090000000009000900090090000099909000006099909096960690000966909%0909060090096% 
996464609696600099069609690909099009009999099090900096009909000000000009000090000000099000006009000909909000099609909609006009000090% 


¬..................................LỐC..C........ố.................. 
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Dnit 6 
ORGANIZATIONS 


1. What do these abbreviations stand for? Choose from the words ïn 
the box. Ủse each word once only. 


I WHO 2UNESCO 3IMF 4OBE 5GMT 6IOC 7RSPCA 8EST 


Educational [nternational Standard 


(Cmely |Grenwih |Naiom  |Royal  |Unieẻ 
Eauem  |Imemaioal |Odtr  |$§ky | ` 


2. Answer the quesfions, using a compound adjective which has an 
0pposite meaning. 


Â› lễ. HC MHIULKEDHE THẢ KHUWGE “TẾ Gh truxmnsriemustrernndtstiorntvtestotiia03i0664/6100663001208/.426 : 

su là TU NI DO 'WNRIIsiiUV Ta tung uandirisrbdirinoansostsdamusiesgitetdoetbiodzee 

3. Would you say the boy 1s well- behaved? Ảo, ..............................-««<«s+5 

Š„ JUỨC HET NHIOGH HÌNH-SITEBIEXT d Hữy masanrestvusae protaunnt riipbiastigvsn0i6/0006013080149464400332 06A6 : 
5. Is she well-educated? G4 CN HT in ÔN SE C9240 T0. ĐẤT GUẾG ĐC} ĐHÓN TT F 
6. Is your close friend good-looking? 0, ..........................--s««s<ssx<c<cexsseeee 
. 1§ YGUT Tà[her”s JGb lOW-pa1d7 N0, ........ se caaana gan tá 142182634 612848 : 

Š., Ï§ Vdf #j§tEƒ welldfeaedf Íöo,..............«..a-aasenieiieniaaeaeeoaen . 
3. Rewrite each of the following sentences, using a compound 

adjective. The first one ỉs an example. 


Thịs cake is made by hand. — This cake 1s hand-made. 
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1. That meal /asfes delicioMs. 


SÌbi&:6:4Iš/9 giề:6rõ š:6i6:.6t6/6i6iEiejetaisiSieiS§ Šiaisis.gi4)S/Siÿvi&xS #STR/60S/618iE.gi6i6.416:406 Sýsiat8sieleil 6i806)9/Ề/0S0804 $0S/0I0T0 SUP HP ADN BAURLEE E8 Già 0 6959664683 6ạyg 
j\êSÍe:Gi6:8Ì0'6:6/6l6I5 gi 6/6.6:8/843.616/6/6i6ieja:a/sieie:el6 šieieis.jLA)3/6/616i66.ã9I8/6/5/6i9/0rO88i6.A10/406 8000199081846 4/616009)5/SDODDA SU12n00 01 ái o2) k OR HT ARIV|/E.EDR-REBIAIAIe de e dau 


$iái0fölS §/w14'6 300/6 S'ElE'6I6SIS5 GAï8%.6'04/6.51646/5i5:6/616/4-9/9i616/66/ei6e)4e.6/6/sis.ãG05/86/5/8/8 30618(4I616/6/6/0604/0i6i9/0/9\90001619.6/6/8iJg ©/©'9l9I9 919/69/6 s'Q)9'9 9/6/9:6i9ie.96'6.63i62 i68 g0y 


96666666%si6666655666666©e5sis6536i11656S666i6i60G6Ì6/0645966666s4e66si%ø°i©eese°666/0666669606619964/6/8/4666/81666/960330619090986086099666666966sy 


ĐÔ 6069606666066660666006666006000600060000060000000000006000000000000000000000000000000000000000000000000090090000006006000000 000, 


1 906460060066090600600000000060096006000009960090060906059909009009009090909009009009909000009090000000090099999999000000990090000000600060 0000, 


Đ99099090960960096960600606000090000600990999996090009090900096000009006000000000990606909960009090000909000009000909000000090990000960000009600000 g0, 


. .ÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔÔó(((((C.C.....(.............ẽ........ 


4. Complete the sentences below with the correct form of the word 
øiven. 


1. The director is trying to ................. the men who talked to him over tht 
phone? DENTIT 
2. My brother and I decided to ................... the money we found. HAIT 
3. She said women must .................. themselves from male domination. 

LIBERTY 
4. Economists warned that the country*s economy was begimning I0 
TỶ. ' WEAK 

3. ẤNHY Đ8i1°t KƠY se. the break so that we have time for a coffee? 
LENGTR 
b, The THAHABGT see the workers to work overtime. COURAGE 
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Dnit 7 
MAREKETS AND MARKETING 


1. Match the beginning of the sentences in column A with the right 
andings in column B. The first one is an example. 


A 


B 


l. l am sure we have paid the bill Ï  A. to save the file. 


remember 

2. Did you remember 

3. On the way to the airport, he stopped 
4. IUs hard to find parts for this 
machine. The manufactures stopped 

5. ve given my PA a list of Job that 
need 

6. There are plenty of hot(el rooms 
available, so you don”t need 

7. He lost several hours” work. He 
swi(ched off the computer but he had 
forgotten 

8. I don't mind giving talks now, but 
ll never forget 

9. He wasn't at his office when I phone 
so I think II try 

10. For a long time, the company tried 


B. ringing him on his home number. 
He might be there. 

C. to give Peter my message? 

D. to book one in advance. 


E. signing the cheque and sending 
II to them. 


F. giving my Íirst presentation. 

Ít was a disaster. 
G. to enter the Japanese market, 
but it was extremely difficult. 
H. to collect some 
cheques from the bank. 


traveller”s 


I[. producing this model over 15 
V€arS aØO. 

J. doing before the sales conference 
S†ArtS. 


2. Fïill in the blanks with the verbs in brackets, using the -ing form or 


to+ infinitive. 


1. There”s nothing wrong with the photocopIer. Ít just needs ............... 


(service) 
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2x MP ñEĐI.......eeo (look) at this proposal VeTY carefully before we make ạ 
đecision. 


3. [II make a note in my diary so that Ï will remeimber......... ( send) the 
information you need. 

4.IJm not sure ifIhave met Mr Martino, but I remember ............. (hear) 
his name. 

5. I will never Íorget ............‹-: ( walk) into the office In my Íirst day ạt 
WOIK. 

6. Could you take this file to Mrs Armstrong? I mean to let her have it thị; 
morning, but I forgot ...............-- (give) 11 to her. 

7. He found it very difficult to get work because he was unemployed, and 
S0OTL TĐBTETGU se ( resign) from his previous Job. 


8. We have appointed another candidate to the post, sO Ì regret............. 
(say) that we will not be able to offer you the Job. 


9, Jf their Accounts Department is slow at paying bills, try .............. (send) 
a fax to the chairman. That usually works well. 


10. As a company, we always try ............ (provide) our customers with the 
best service possIble. 
3. Complete these sentences with a suitable verb in the correct form, - 
ing or £o.... 
Í, a Please remteiilef ..«.......... the door when you øOo Out. 
b._A: You lend me some money a few months ago. 
B: Did I2? Are you sure? I don”t remember ............. you any mon€Y. 
©€ Ä:Didyouremember............. yOUuT SIster? 
B: Oh no, I completely forgot. I°ll phone her tomorrow. 


d  When you see Mandy, remember................ her my regards, won! 


you? 
e Someone must have taken my bag. I clearly remember ..............- 1t Dy 
the window and now 1t has gone. 
2.a I believe that what Ï said was fair. I don't regret.............. 1L. 
b (after a driving test) Ï regret.............. that you have failed the test. 
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Dnit 8 
SALES AND NEGOTIATION 


1. Complete these senftences with the correct preposition. 


1. THEY BE Sll „..«.. strike. 

ma GHẾ 1R HT „.....-u business. 

3. The advantage ........ đirect marketing 1s that it enables us to cut out the 
middle man. 

4. BT shares dropped .......... 7p this afternoon. 

5. The government has spent less .......... defence since the cold war ended. 

5. Lesseee a hurry and can't stop. 


2. Match the words on the left with the correct definition on the right. 


1. sales a. is responsible for manufacturing øoods 
2. purchasing b. deal with recruiting new staff 
3. planning c. deal with Invoices and payments 


4. research and development  d. handles advertising and new product 


5. quality control launches 

6. production e. buys in products and services 

7. personnel f. tries to develop new products 

6. finance ø. make sure that standards are maintained 

9. distribution h. h. persuades people to buy the company ˆs 
products 

10. marketing ¡. sefs out a strategy for the company fÍuture 


j. transport goods to different places 
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3. Choose the best word in each of the blanks for the sentences belo, 
Circle the letter for your answer. 


1. The new model wIll be ................. sale In July. 
a. af b. on c.In 
2. The shop was having a................. so [ got these shoes at half price. 
a. sale b. sales c. sell 
3Ÿ. T8 GASY TỔ sau ng nà. a sale if the product”s good and the price Is right. 
a. do b. make C. ØIV€ 
l1 IEÍ WHNHĂH, seaeevssaseneea sales reached nearly 1500. 
a. unIf b. piece c. number 
5. The boss brought all his employees together and told them he had an 
m/?S.... to make. 
a. speech b. announcement c. Idea 
Œ, HE SNHÚ, ” T8 PHW sesernsseee to announce that we have kept to all 


øovernment regulations and we haven”t broken any laws.” 


a. Idea b. pleasure C. ODinion 


4. Complete the passage below with the correcf form of the word given. 


The question “What makes a manager (1) ................. ?° often comes up. 
First of all, a manager needs the right kind of (2) ............... support. In other 
words, a good manager requires the (3) ............... of a good secretary. A good 
secretary needs to have the right kind of (4) ................. skills. These Include 
(DB Ì naaa-sxee to use modern technology, such as computers. There are (6) 
=5... SkIlls that are Just as important. More and more managers necd 
Ssecretarles who can speak several foreign languages (7) ................ . ĐUCC€§S Of 
failure In International (8) ................... can depend on this. This (9) ................. 
1s often stressed in Job advertisements today. Many (10) ............... are rejected 
because the candidates lack such skills. 


1... 8ñ là. Đ GEN ĐT nae.Ằsseee TQ @ãNÄNGO s.ansỏssee 


, NEENEIEHS vesieisad.e 5. able ó. addiion 


s1 1161 seeseseeeeeeee (7, (4(Á(LLÍLlÍ v.«es«eseẳesese°°°°* 


HIẾM - ssesseaeree ổ. negotiate 
lU NỀN saseeurseeo 


...... Ð.PEGHỮN cee.cc==« 
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Dnit 9 
DESCRIBING TRENDS 


1. Look at the forecasts for unemployment rates in different countries. 


Make sentences using wiÏf or worn?f and the words given, as in the example. 


Increase/Australia Unemployment_won't increase in Austria. 


l.go up/Denmark 


®990%©sd°Ẳ°°60°%06600909690606900060096960900909096009004009900600990909600000990000000000000000000900000000000000090090090909099909090909090990909909099060696 


99eo°e°°e°©°°so°o°s09090006060600600009960096000006000090090090090900000099090609009000990099090909090090000000900900000000090900900009600909059090990%969%0%6®66 


Đ”92%9%A009090909600606060009000006009906009690000609000000000060%9000000906060909000090000000009900000000000900000000000090900000000000000060606 


°996000900400ÐA900000906000660996900990069600090960000060600960900060090000606009060600000900090090000000000000000909909996090090900900000000009900900909090906 66 


990900000660006000000%0606000600090900060096060040000060000060000090000900009600606006000900000000000000900900000009000000000009900099999906%00 6606 
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2. Choose the correct words ỉn italics. 

1. We /ent/ borrowed a lot of money from the bank last year. 
2. Prices increased by/a/ 2.3% last year. 

3. We spent too mụch money ø/in advertising and promotion. 
4. Our market share increased dramaticldramatically last year. 


5. Our poor performance last year Was đưue tolresulted ro  increased 
COmpetition. 


6. There was a sharp Increase øw/in sales last yeaT. 

7. This graph shows our sđles/selÏls figures for past year. 

8. Can we cancel/posfpone our meeting until next week, please? 
9. We hope to achieve a sfeady/steadily growth in sales. 


10. Salaries ƒe/!/felr by a small amount last year. 


3. Rewrite the sentences with because øƒ or due fo. Make changes iŸ 
necessary. 


Example: Nobody liked hìm because he behaved badly. 
- _ Nobody liked him because ðƑ hs bad behavior. 


1. He couldn”t go on business because he had an injured shoulder. 


"ốc ốc (CC... 


...Ề..Ề.Ề.Ề..ố....ố...ố..ố..ố.ố.ố.ố.................. 


.........................................ố.ố.....ố............. 


Ô00000©00ee°eo°eC°®®0®6000000000006000000000%00006090960606000606000000000600060000600600600600066906066006060606066060o06066606060660666666666e6e6be666666 


"...Ô.Ô.Ô.......ốẻ ốc... ÍÍỐ.................ađg0g/.... 


¬..........................................đ(đ((((((“4dqdjdddd..... 
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Dnit 10 
TELEPHONING 


1. Fill the gaps in the conversation below with words in the box. 


coins, đial, local area code, dial, International code, receIver 


Tom: How Iuse this phone? 


Mary: OK. First liít the (1) ............ , and then put some(2) ............... 1n the 
slot, THen,VØu C}................ your number. 


Tom: How about phoning Britain? 
Mary: You (4) ........... 00 and then 44, which 1s the(Š) .............. for Britain. 
Then you dial the (6) .......... (without the initial 0), and then the number. 


2. Match the words and phrases with similar meanings. 


1. The line”s busy. a. Fll connect you. 

2. WIll you hold? b. One momenI. 

3. LlI put you through. c. An office number 

4. A code d. Could I have your name? 
5. An extension number e. m ready. 

6. Who”s calling please? f. The line”s engaged. 

7. Hold on. ø. A country or area number 
8. This 1s... h. Is that all? 

9. Go ahead. 1. Can you walt? 

10. Anything else? J.... Speaking 


3. Supply the missing words in these conversations. 


A. Ms Brunet: Sales Department, good morning. 
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WEEniIvr TÍ  .———-——-= Helena Steiner, please. 
Ms Brunet: Hold on. II] get her. 
B. Ms Steiner: Hello, Sales. 
I1 #,3-11/.. „08,200... Helena Steiner, please. 
Ni DI IETE Ta basssensenrseoeveekeeevebee-e-dkslldd6okRrg : 
C Switchboard: Curtis Holdings. 
NƯ HINH Di cedddakeodibooioiaoiỷodaaadairnosria 2938, please. 
Ms Delmont: Accounts DepartmenI. 
TK TT cr S-Kee=e=ee=====e..=.sddrne Jean Delmont? 
Xos lào immmhg Tre, LỰ seeeveeeeseeedveeesdeeensvee . How can I help you, 
Mr Keller? 


4. Complete each of the following sentences with the words ïn the box. 


callback cutofƒ) getthrough holldon lookup pickup put through 


1. The phone”s ringing. Why don't you .................. the receIver? 


NI NT ~-- ẻ... Ms Dumasˆs numbser in the directory please? 


4. m afraid she*s with a client, shall I............ Wkneedsseses to her 
secretary? 


3. m sorry about that. Im glad you”re still there. We must have been 
mm... for a moment. 


B, CAI VỚI uesceseee for the moment, [”l] just find out for you. 


7. Is Graham here? If so, could you ........................ KD aaaauee please? 


ki 
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REVIEW TEST: UNITT 1-10 


A. Choose adjectives from the box which best describe these people. 


shy naughty helpless independent 


lonely ambitlous wise self-conscious 


. “Heˆ”s always stealing sweets, and he pulls peopleˆs hair. 
. “By the time she”s 30, she wants to be a millionaire.` 
. “He knows a lot about the world, and people often ask him or his advice. 


| 
2 
3 
4. 'She doesn”t know anyone — she”s got no one to taÌk to.” 
5. “He thinks that everyone is looking at him all the time. ` 
6. 'She manages very well without any help from us.” 

7. “Heˆs a bit scared of meeting new people. ° 


8. 'She can°t do anything herself— we do everything for her. 


B. Choose the best word in each of the blanks for the sentences below. 
Circle the letter for your answer. 


§sG,/nn..... about 20 people in our office and most have been with 
uS ÍOr year. 
a. choose b.employ  c.appoint d. rent 
3. ERCHH VEBT, WE s.coasesaae tWo or three øraduaftes as trainee managers. 
a. r€Crult b. qualÙify C. SitUafe d. elect 
3. There are currently 890,000 people ................ of work In the UK. 
a. at b.in c.Oout d. on 
4. Tanya 1s very skilled .................... using PCs. 
a. af b. withc. out d.on 
AI De a teacher but now I sell luxury cars. 
a. 4S b. like C. ÍOT d. down 
6. His application was turned .............. because of his lack of experlence. 
93 


Số hóa bởi Trung tâm Học liệu - ĐHTN hffp:/www.Ìrc-tu. eẩu.vn 


a. round b.In C. OUf d. down 


7. The sixty applicants were reduced .............. a short-]ist of four. 
a. ÍOr b. tO c. by d.on 
8. She”s been charged ............... theft. 
a. with b. for c.in d. by 
9. Part-time workers are paid ............. the hour. 
a. af b. by c. with d. on 
10. I bought this watch ............. $3 in a second-hand shop. 
a. ÍOT b. by C. af d. on 


Œ. Use the words in the box to complete the advertisements below. 


Salary ftemporary trainng appÌlicant reqMIres 


experience ralesễ  leave qapply pOSttlon 


Cleaner 
Accounts 


Local hotel (1) cleaner 
Monday-Friday, 9am-lpm. Good (2) 
of pay. Tel: 01345 879655 


Full-time(3) in busy car hire 
company. To stat Immediately. 
Computer skills essential. (4) 
according to age and experience. Tel: 
01267 435 678 


Sales Assistant 


The successful (5) 
must be hard-working, responsible 
and honest. Previous (6) 
position for three 


advantage but full (7) will 
be given. (8) to: Mr Dale, 
Tel: 01245 56790. 


months to replace nurse on 
naternity (10)............... : 
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D. Complete the following advertisement with the missing prepositions. 


More and more parents are looking to independent schools to provide an 
alternative (1) sfate education. 


However, the cost (2) sending a child to boarding school from 7 
to 18 can be as much as $100,000, and anual increases (3) school 
fees are often greater than Inflation. 


So there ¡s a need (4) specialist advice, and we at Knight Willis 
have many years (5) eXperlence (6) helping parents plan for 


their children”s education (7) advance. Early learning can help to 
achieve reductions (8) over 75%, and (9) the whole, the earlier 
the school fee plan 1s started, the greater the savings. 


If you would like our advice (10) the best way to plan (11) 
your child”s future, please fill in the form below. We will send you 
examples (12) different school fee plans, and we can discuss these 
the phone or (14) a meeting (15) your own 
COnven1Ience. 


E. Complete the passages below with the correct form of the word 
given. 


L. 


What are the (1) for any young person |  QUALIFY 
who wishes to become a (2) .................. He should be POLITICS 
able to foretell what is going to happen and have the (3) ABLE 

afterwards to explain why ... 


being able to visit other counfries TOUR 
and do business ¡is great. People from different | UNDERSTAND 
countries have a deeper (Š) of each other. This TOUR 
IS also very good for the (6) of the countries 
they vIsit. 
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ANSWER KEY 


Unit 1 


1. le 2a 3fƒ 4h 5g óc 7d 


%6 


l.on 
2. run 

3. manage 

4. responsIbilities 

1. work 

2. manage 

3. of 

2. He has a full-time job. 
3. She works full-time. 
4. 
5 
6 
7 
| 
6) 
K) 
4 
5 
6 


I work part-time. 


. he has a permanent Job. 

. He has a temporary job. 

. She has temporary work. 
. look out 

. looking forward to 
. look them through 
. look 1† up 

. look through 


. looking Into 
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5 
6 
7 
8. 
4 
5 
6 


Sb 
.1n charge of 
. WIth 
. TesponsIble for 
with 
. under 
. ISDOnSIbI]Ity 
. deal 
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Lâu 


Ib 2h 3i 


management 
SUP€rViSlon 
development 
điscussion 
administration 
COnsfruction 
information 
enquiry 

Ì. trainee 

2. employee 

3. cash- dispenser 
4. assIstant 

4e 5J 


1.Income tax 


lẠ 


. seleCcflon process 


CC) tt) mm CÔ) tt) = ĐÓ ›) 


backgrounds 


. headhunters 
. TÊCTUIf 

. aøency 

. pOSition 

. furn up 

. {urn on 


. turned down 
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Unit 2 


6d 


Ta 


§c 


ability 
shortage 
weakness 
popularity 
kindness 
flexIbility 
rudeness 
equality 

5. payee 

6. applicant 


7. e€ConomIsf 


9ƒ 10g 
5. curriculum vitae 


6. application form 


" 


. credif card 


. application 
. sShortÏIst 
. IIÍ€TVICW 


. turn down 


 œ: +> CO ở: + 


. furned out 
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. turned away Írom 


ki 
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Unit 3 


l. education 

2. praduated 

3. train 

1. skiled 

2. highly skilled 
3. semi- skilled 

4. highly- skilled 

là, 21, 5h, 4©, D, B, 7e, §U, 
homeless 

dangerous 

knowledgeable 

paInful/ painless 

musical 

comfortable 

famous 

dirty 

l. made 

2. made 

3. dịd 


4. make 
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4. as 


2. €XDerlence 


. unskilled 

. unskilled 

. semi-skilled 
. skiled 


 ¬ì) Ơ CC 


aftracfIve 

Creafive 

enJoyable 

reliable 

washable 
comprehensive/ comprehensib 

acceptable 

Inferested/ interesting 

5. done 

6. make 

7. made 

8. do 
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Unit 4 


OVvertime 


commission 


g.g 


. bonus 
find/ buy 
arrIVe/ come 
. became 
through 
down 
by 
un 6.1 
7.un 
.Ñ 8.1m 
in 9.in 
im 10. dis 


UP MÀ lô SA J6 Rở 6Í bó lở BÍ Dố Rà xà Đ 
=Ì 
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d. company perks 

€. company car 

f. pension 

4. find 

2. T€C€IVe 

6. come 

4. up to 

5. down to 

6. along 
l11.in 
Là. TẾ 
13.1m 
14. dis 
15.un 

4. under 

3. X 


6. OVer 
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Độ 


Dnit 5 


k 1. fire hazards 5. passIve smoking 
2. temperature 6. dangerous machinery 
3. hazardous substances 7. hazardous substances 
4. dangerous machinery 

2. 1.for 4. for 
2.10 | S.Ín 
3. about 6.1n 


KẾ l.a 2 Ð 3.d 4.h nơ 6 Tự 8.ƒ 


5. l.seeover 2.seeto 3.sawoff 4. saw himm through 5.sawin 
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Unit 6 


1l. l.profts 2.ladder 3.image 4.headquarter 5. logo 


ằœ | B ý 3A 4C 5B 6A 
MÔ :.!, : Cort, Insurance and Freight 

2. FOB : Free on Board 

3. IME : International Monetary Fund 


4. SME : Small and Medium Enterprise 
5.RAM_ : Random Access Memory 
6.NAFTA : North American Free Trade Association 
7.WTO : World Trade Organization 
6. ASEAN : Association of Southeast Asian Nations 
9.APEC : Asia - Pacific - Economic Cooperation 
10. CPU : Central Processing Unit 
11. CEO : Chief Execidive officier 


12. rep : TÊDr€esenfaftIve 
13. UNO : United Nations Organ1zation 
14. asap : as SoOn as possIble 


15.AIDs  : Acquired Immune Dificiency Syndrome 
4. I.qualiied 2.star 3.handed 4. full 5.fund 6.employed 


5. l. broaden 2.simpliled 3. modernize 4. beautify/ beautified 
5. tIpghten 


6. l. came across 5. has gone off 
2. øoon 6. came about 
3. came up against 7. Come on 
4. go with 
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Dnit 7 


L  l,ấ 3U ẤXH 4C ÃSÃÁ DĐ ?ỦA SE 
2. L2 3K 4e 5b 
1. placing 6. changing 
2. to suppÌy 7. getting 
3. tO gO 8. to be 
4. tO ø1ve 9, to contact 
5. to market 10. hearing 
4. 1. filming 4. meeting 7. applying 
2. losing 5. negotiating: 
3. speaking 6. waiting 
`. 


1. They want to bring 1n a new bill to limit compufter eXpOFtS. 

2. The Japanese keep bringing out new electronic øadgets 

3. Unpopular economic policies bring down the government 

4. We aim to bring down prices on all our computers. 

5. Can you explain what bring about these problems? 

6. The government are trying to bring down the price of houses. 
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Dnit 8 


1l 1/e ĐÃ 3d 4a 3b 64 7.c 
Ẳ, li 2.d SGK để 5%b 6e 


kÃ |. Invifation to 5. cheque for 

2. request for Ố. eXperience of 

3. advantage of 7. price of 

4. reply to 6. difference between ˆ 
4. 1. the goods are on order. 5. He ¡s ¡in debt. 

2. My house ¡s for sale 6. m In a hurry. 


3. The train was on time.  7.I go to work by car. 
4. We were at a loss . 
Mu l.Ð 2. Of 3.of 4of-wnth 5.to 
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,2 


Unit 9 


[. raised 4. raised 
2. TISØB 2. TOS€ 
3. risen Ố. raIse 
1. false 2. true 3. false 4. true 5. true 
1. The number of workers in the factory Increased/rose slightly 
2. GDP in the Philippines grew/rose steadily from 1986 to 1988. 
3. Gas prices fell dramatically in March. 
4. Petrol prices have risen rapidly recently. 
5. Profits decreased sharply. 
lLof£ 2.for 3.on 4in 5.ledd 6n Z7.increase 8.tfO 
l. was due to/resulted from. 
2. led to/resulted In/ brought about 
3. resulted from/ was because of/was due to 
4. led to 
5. led to 
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Unit 10 


1. 1. pager 4. videophone 
2. mobile phone 5. webcam 
3. cordless 6. public telephone 


2. 1.]ltwould be to see Anne soon. I°ll phone her and see when she”s free. 
2. Correct 
3. Why don”t you ring P1zza Palace and order some takeaway pizza? 
4. I rang them five minutes ago, but there was no answer. 
5. Correct. 
6. Correct. 
7. ƑlI give her a bell and we'?ll fix up a meeting. 
8. When you øet some news, øive me a buzZz. 
s. le, 2o, 3b, đủ, 3a, 
Š. Ú, ⁄,Ô 1Ú, 1, B, 4, 11, 5% 9, 3, 7 
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